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ABSTRACT 

The Orange County (Florida) Public Schools Workplace 
Literacy Project is described. The program, established to meet the 
training needs of the growing hotel and restaurant industry in 
central Florida, has served over 1,000 primarily 

limited-English-prof icient, immigrant students during the 18-month 
period of October 1988 through March 1990. Literacy and math skills 
are also offered to monolingual English-speakers at the workplace. 
Sixty classes were conducted at 22 sites within business3s and 
industries. Continuation of classes to large businesses through the 
schools' vocational technical centers is anticipated. Funding to 
serve small businesses and support ongoing efforts is being sought. 
This report describes components of the program, including testing, 
curriculum, guidance services, marketing to industry, coordination 
with participating schools, teacher recruitment, teacher and tutor 
training, and the role of volunteers. Appended materials consist of 
maps and directions to all class locations, a list of advisory 
committee members, student performance level descriptions, student 
screening tests, forms to be completed by students' supervisors, four 
sample lesson dialogues with exercises, an employer task analysis 
form, a workplace safety manual, a course syllabus, a teacher 
self-evaluation form, and a memorandum to instructors. (MSE) (Ad'junc^ 
ERIC Clearinghouse on Literacy Education) 
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PREFACE 



This pubLicaCion culminaces an eighteen monCh adult literacy 

endeavor facilitated through the Orange County Public School System in 

Orlando, Florida. The Adult Education Department of Orange County 

Public Schools was the recipient of a Workplace Literacy Partnership 

Grant in October 1988. The project was enthusiastically endorsed by 

cooimunity associations and businesses who had signed an agreement of 

partnership. The partners include: 

Orlando/Orange County Convention and Visitors Bureau, Inc. 

Central Florida Hotel and Motel Association 

Central Florida Pes t auran t Association 

Regal Marine 

The Peabody Hotel 

The Marriott's Orlando World Center 
The Sheraton World Resort 
The Buena Vista Palace 
Frito-Lay, Inc. 

All partners remain supportive of the program. As members of tne 
advisory committee, these partners were satisfied with the progress 
experienced and are anxious for the program^ s continuance. 

A testimonial of the program's success are the awards received in 
1989. The Workplace Literacy Program was the recipient of the 
Secretary's Award for Outstanding Adult Education Programs from the 
United States Department of Education and also Che Award of Excellence 
for Adult Education Job-Site Program from Che Orange Councy Public 
School system. 
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PHILOSOPHY 



The quality of life in any sociecy, as well as its economic stacus^ 
is directly related to the productivity of its citirenc. The Orange 
County Public Schools Workplace Literacy Program contributes in this 
effort to upgrade the quality of life of its citizens and the corporate 
entity, as well as the economic status of the individual and that of the 
community as a whole. 

The Workplace Literacy Program in Orange County, Florida, addresses 
the English training needs of individual employees in a cooperative 
partnership with business/industry* The intent of the Workplace 
Literacy Program is to meet the needs of the individual, industry and 
the community by providing literacy skills, which will enable employees 
to function more efficiently and/or advance within t^eir particular 
place of employment. 

The basic goal of the program is to provide English skills to 
employees so their individual productivity enhances that of the 
corporate entity, enriches their personal welfare and impact the 
economic st&tus of the community. 



V I 
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■ OVERVIEW 

■ T^e workplace literacy classes provided are in direct response to 
^ Che training needs of the hotel and restaurant industries in Central 

Florida. The number of motel roonis has more than doubled in the past 

■ few years, from 34,000 in 1980 to some 68,000 plus in 1989. The number 
of restaurants has increased accordingly. As these service industries 

m have grown, so has the number of non-English proficient workers who 

^ ^Pply for entry level jobs. 

Census figures (1980) indicate that Orange County's Hispanic 

■ population was 4.2 percent; it is now (based upon student enrollments) 
over 9 percent, a 41 percent i,ncrease. The Asian (Vietnamese and 

g Cambodian) populations have remained constant in the schools, but 

|- training records indicate that approximately 15 percent of present 

project participants are Asian. The greatest influx has been Haitian 

■ immigrants. In the 1980 census chis population was given scant 
attention. Based on the growing number of Haitians seeking employment 

g in the service industries and interviews with representatives from the 

_ East Central Florida Planning Council and Catholic Relief Services, 

■ Orange County Public Schools' Adult Education staff estimate that tbis 

■ population now numbers more than 5,000. Agency statistics show they are 
the least educated and most disadvantaged of the immigrant populations, 

I The aging population plus the expectancy of fewer young people in 

_ the employment pool by the mid-1990*s, and given that the service 

ind\istries employ the greatest number of entry-level perf.ons in Central 

■ Florida, we can predict chat for the next ten years the service industry 
will recruit the majority of their new employees from the immigrant 

■ ranks . 

1 
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Backgrouod 

Tht Or^Qgc CouoCy Public Schools Pos tiecoad«ry Vocacional, Adult 
«ad Cotsmunicy Education Dcpsrcocot iaiciatcd the Job-Site Pertoerihip 
Literacy Program during the 1985-86 school year for the implcnicncit ion 
of the Job-Site Partnership Project funded through the Carl Perkina 
Vocational Program mad an Adult Education 310 Project, The project 
provided work-related, cuscomited English for Speakers of Other 
Languages (ESOL) instruction at the job-site for over 290 students. The 
curriculum was custom developed at each job-site through the joint 
efforts of the project's curriculum resource teacher (CRT) and the 
business partner, based upon needs that the business partner identified 
by completing a detailed language needs assessment and job shadoving 
when necessary. By May 1988, the project increased the r:umber of 
participants per year to more than 430* 

The recipient of a federal Workplace Literacy Partnership Grant in 
October 1988, further enhanced the offering of job-site classes. The 
number of participants increased to over 1,000 by December 1989. 

The effectiveness of Chcse programs has been recognized as 
exemplary. The State of Florida Department of Education named the 
Job-Site Partnership Project to the Adult and Community Education (ACE) 
network; as one of ten exemplary adult and community programs, the only 
ESOL program so recognized. In January 1987, the Business Council for 
Effective Littiracy named ih^ project a model program for workplace ESOL. 
The recipient of the Secrti^tary ' s Award for Outstanding Adult Education 
Programs from the United States Department of Education and also the 
Award of Excellence for Adult Education Job^Site Program from the Orange 
County Public School system, 1989, serve as testimonial of the program's 
succes s . 

2 
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Purpose 

The purpose of che Orsngc County Public Schools Workplace Literacy 
Project is to fortify family, workplace, and community by aiding in 
raising the literacy level among adults who ar^ employed by businesses 
in Orange County, Florida. 

It is the responsibility of everyone involved with the Workplace 
Literacy Program to accept the adult student at their present 
achievement level of cotamunicat ion in English* Furthermore, establish 
realistic educational objectives for each student, and provide learning 
experiences necessary to meet these objectives. Instruction 
specifically related to employment includes training in listening, 
speaking, reading, and writing. 

Literacy instruction at the workplace provides students with: 
o individualized, compentency-based curriculum tailored to 

workplace needs using materials related to job performance 
o guidance and counseling services co /.ssisc students with 

information about community services 
o individual and group counseling for educational and personal 
growth 

o consultation and training on cross-cultural cowumun ica t ion 
o an understanding of the American work ethic 
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The businesses whose employees are provided with English language 
skills, gain: 

o increased job safety 

o increased training effectiveness 

o increasfc!d employee advancement 

o improved cultuiral understanding 

o increased productivity and job satisfaction 

o decreased turnover 

o decreased training t ime 

The unique partnership between the Orange County Public School 
System and local businesses offering customized literacy classes at the 
workplace, results in a comn&inity literacy effort where everyone is a 
winner • 

Locat ions 

Maps and written directions to the various workplaces served have 
been printed. These maps and directions can be found in Appendix A_. 

Advisorv Comnittee 

_. _ 

The Advisory Committee comprised of members representing each of 
the partners was established for the Workplace Literacy Program. The 
committee provided guidance to the director of the program, assisted in 
goal setting, reviewed progress and made recommendations* The committee 
met quarterly and included representatives from each of the Orange 
County Public School system's vocational schools. The vocational 
schools are key literacy providers; therefore, the vocational schools' 
industry services coordinators were invited guests at the advisory 
committee meetings. A list of the advisory committee members can be 
found in Appendix B^. 

4 
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PROJECT DESCRIPTION 



The Workplace Literacy Project of Orange County Public Schools in 
Orlando, Florida, encompasses a multifaceted spectrum offering of 
lite racy skills. Literacy skills and math skills offered to monolingual 
native English speakers at the workplace as well as CAI (Computer 
Assisted Instruction) and ESOL (English for Speakers of other Languages) 
are components of the project. The major portion of the project is 
directed at ESOL where the greatest need is evident. 

Classes generally meet three hours a week, and are scheduled 
between 7:00 a.m* and 6:00 p.m,, Monday through Saturday, for 
approximately eight to ten weeks. Students are evaluated upon entry 
into the class and at eight to ten weeks intervals until the appropriate 
exit level is reached. 

The student levels are identified through the Mainstream English 
Language Training Project (MELT: Refugee Materials Center, U.S. Depart- 
ment of Educat ion, 324 East 11 Street, 9t.h Floor, Kansas Citv, Missouri 
64106) as follows: 



MELT STUDENT PERFORMANCE LEVEL 

Level 0 

Level I 

Level II 

Level III 

Level IV 

Level V 

Level Vt 

Level VII 

Level VIII 

Level IX-X 



WORKPLACE ESOL LEVELS 
Pre-Literacy Level ESOL 
Beginning ESOL 
Low Intermediate ESOL 
Intenaediace ESOL 
High Intermediate ESOL 
Low Advanced ESOL 
Advanced ESOL 
High Advanced ESOL 
Advanced Skills Development 
Non-part ic i p.int in ESOL 
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See Appendix C for breakdown. A competency based checklist was 
also kept for each student* rhis documentation serves as an assessment 
record for informing progress to business/industry. Participants and 
instructors need to be aware of when and what competencies have been 
mastered* Management is interested in finding out if their investment 
is worthwhile. See Appendix C_ for sample of checklist and a sample form 
of how it was used. 
Testing 

A test called VTESCLT (Workplace English for Speakers of Other 
Languages Test) was developed and piloted. It primarily covers 
pre-literacy and beginning level competencies. The intent was to have 
a gen<?ral workplace test that could be used at all worksites to test 
LEP (Limited English Proficient) students. A sample test without the 
picture booklet can be found in Appendix D^, The test consists of two 
parts: WESOLT(A), the oral section and WESOLT(B), che written section. 
The test was translated iato Spanish and Creole to determine literacy 
and knowledge of Che conceptJ in Che aaC.ive language of che 
part icipant . 

The OPl (Oral Proficiency Interview) adapted from Palm Beach 
County was used for the more proficient ESOL students. These scudents 
were also requested to write an essay describing cheir country m 
terms of location, tourism, economy, and education. A vocabulary 
comprehension test comprising of 22 statements was also administered. 
See Appendix D^. 

Ideally, an evaluation tool should be devtiloped for each course 
that is caught. The items included m che evaluaCion Cool should 
directly reflect the desired student behavioral outcomes as ^ result of 
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having taken the course. The curriculum written should identify the 
desired outcomes in terms of measurable objectives and reflect Che 
skills to be taught: listening, speaking, reading and writing. It 
should also encompass the cultural insights taught, such as under- 
standing schedules, time, introductions and responding to small talk 
with co-workers and/or supervisors. 

The State of Florida Department of Education requires that the TABE 
(Test of Adult Basic Education) be administered to all adult basic 
education students including ESOL students. The TABE Locator test 
determines the level of the TABE to be administered. If the student is 
unable to complete the test because of non-literacy, this is documented. 
The student is tested at a later date when his/her literacy level 
improves • 
Curriculum 

The curriculum is designed to meet the needs of the ployee at the 
workplace in accordance with the needs assessment submitted by the 
employer and/or a task analysis performed by the curriculum writer(s). 
See Appendix E for a sample form of the Needs Assessment. The employee 
handbook and/or other materials, provided by the employer, as well as 
the teacher going through the emoloyee orientation session(s) is also 
valuable in preparing the curriculum. 

Each worksite should be dealt with on an individu.!! batsis even if 
needs appear to be similar. A task analysis (job shadowing) is 
sometimes necessary to enable Che curriculum wrif^r tc become familiar 
with specialized technical vocabulary and to develop a clear under- 
standing of specific job responsibilities of the prospective students. 
(Appendix F). Acquiring this experience is an important step in 
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curriculum design and development. Material developtnenc should continue 
Chroughouc the duration of the classes* Flexibility and creativity are 
vital and materials should be viewed as a means to an end. The 
materials must serve th^; purpose for which they were created; if not, 
revise or eliminate them. Materials must be designed to meet the needs 
of the adult learners. Activities shoulc be varied, enjoyable, and 
capture the learner^G interest. Two basic texts utilized in the 
project : 

Mrowicki, Linda* Let's Work Safelyl Palatine, IL: Linmore 
Publishing, Inc. , 1984. 

Robinson, Catherine, and Jenise Rowekamp. Speaking Up At Work , 
New York: Oxford University Press, 1905. 

It is important to include a variety of activities employing 
methods and techniques appropriate for each level. A list of 
methods/techniques, a curriculum development chart, a list of basic 
survival sight words and sample dialogs can be found in Appendix 

Basically, students in ESOL classes receive English instruction in 
such related skills as reading pay checks, filling out forms, names of 
tools and equipment used on the job, calling in sick and safety on the 
job. A sample safety curriculum developed for one of the sites is 
included in Appendix H, 

The more advanced ESOL students who are in a supervisory/leadership 
position, complete higher level and longer reading/writing assignments. 
In addition, American culture and work ethic is included in the ESOL 
c lasses . 
Guidance 

An essential and unique pan of the Orange County Public School 
Workplace Literacy Program is the provision oi counseling services. 

8 
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The guidance component was designed to offer both employers and 
employees assist^^nce* The guidance component serves as the vehicle for 
facilitating the employees success at the workplace, as well as a 
resource for aiding the employer in managing specific concerns more 
e f f ic ient ly . 

Services provided; 

o vocational and job skills assessment 

o individual and group counseling for educat ional /personal growth 
o consultation and training on employabi 1 ity skills 
o counseling and consultation with supervisors/employers on 
special issues 

o consultation and training on cross cultural communication 
A need for knowledge about the American work ethic/cross cultural 
communication bevond the class perimeters was realized. A resource 
guide for the guidance counselor was developed. The units and/or 
sections in the Resource Guide for the Workplace Literacy Project , 
1989^1990, can be used by teachers as needed. Due to space limitations, 
Appendix I contains only the table of contents of the resource guide. 
A form used by the guidance counselor at the initial interview can also 
be found in Appendix I. 
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MARKETING 



The development of successful English programs is enhanced by the 
establishment of many different linkages with the local business and 
industrial community. Initial contacts may be made through memberships 
In business organizations such as local chambers of commerce, the 
Hote-./Motel Association, the American Society for Training and 
Development, and Personnel Managers Association. 

Netw^,rking through existing business and industry contacts can be a 
major source of new classes to be developed. By asking contacts who 
have had literacy programs to share their success with other business 
people, or to provide names of other companies to contact, many more 
companies are Cold about literacy education- Corporate personnel who 
know the value of English programs can provide a source of advertising 
hard to duplicate. Word cf mouth recommendation is the basis of a 
positive referral- O'lher networking opportunities can be initiated 
through attendance of bus ines s / indust ry meetings, conventions, seminars, 
associations and trade shows. Speaking engagements for community 
organizations and civic groups will provide valuable linkages with all 
types of employers. 

Social service agencies, the Private Industry Council, other 
agencies, and church groups can act as referral agencies tor people who 
need English communic at ion/ I i t eracy skills. 
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Many district vo-tech centers employ personnel with extensive 
contacts at local businesses and industries. The vo-tech coordinators 
are a tremendous resource for outreach since the vo-tech centers provide 
training to corporate employees. The vo-tech staff hears of needed 
English programs at these companies and/or is able to contact employers 
and ask if they are interested in literacy classes at their worksite. 

In addition, all the area vo-tech centers have advisory committees 
related to their vocational and academic programs. The advisory 
committee is made up of business people who meet regularl o provide 
the school with updated information about the industry's training and 
employment needs. Sharing information about job-site literacy with them 
is a good wjiv to *'P.R.*' the program to business people who already 
support adult education. 

The Workplace Literacy Advisory Committee is ^ terrific source of 
networking. Not only does it serve as a personal testimonial, but also 
as a source of advertisement through their various in-house and 
association news letters. 

Periodic follow-up calls to companies that have been previously 
served by on-site literacy programs will determine if they need 
additional or updated classes. Another source of telephone contact is 
corporate perionnel calling the school district directly. Since the 
grow ing nationwide interest in literacy has increased, cor po rate 
managers and trainers call to inquire about local literacy education. 
They are impacted by the immediacy of the illiteracy problem in the 
workforce and are concerned about their employees* low level of literacy 
skills. They may need re assurance that their problems are widespread 
and may ask for doc umen t a t ion. There are many statistics in 
publications such as Workforce 2000 and based on the Census Bureau's 
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estimacet Che aatioa's illiteracy ratt stood at 0.3 percent io 1980... 
close to one million (people)* (GuglielfaiaOi 1989, page 6.) Thirty- 
eight percent of U«S. adults aged 16 and over have not completed high 
school, (50-70 million adults)... and thirty^-four percent of U.S. 
adults were margi-^ally competent: functional but not proficient. 
(Gugliclmino, 1989, page 6.) 

Based on che 1980 census, Florida^s target population for adult 
education was the sixth highest in the nation. In 1982 a survey of 
functional illiteracy placed Florida among the lower ranks of literacy 
in the U.S. — tied for fortieth place with six other states. 
(Guglielmiao, 1989, page 6.) Today, these statistics are even higher 
and Florida is increasingly concerned abouL its growing immigrant (non- 
English speaking) population. 

Florida is faced with population growth which will proportionally 
increase the illiterate and functionally literate population. 
Compounding the problems associated with a general population increase 
is the continuing immigration to Florida from the Caribbean, Latin 
America and other countries. Many foreign-born immigrants are not 
literate in their native languages and their functional ability is 
further challenged by a new culture, language and work ethic. 

Once a company has called for information or the educational 
coordinator has contacted a company who may hj!ve an interest, the 
business person may ask questions about benefits to the employee, 
benefits to the company or existing classes. Listen to the needs of the 
company's employees and direct information to answer cheir questions. 
Other business leaders may need the support or assurance of the 
educational staff that this program will be productive, 

12 
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Corporate cadets may be interested to hear that executives across 
the country are creating parCn^^rships and linkages with providers of 
literacy education. Nationally known corporations such as Kodak 
Corporation, Walt Disney World, Motorola, and IBM are committed to 
workplace literacy. Since the labor pool of young adults is shrinking, 
the workforce of the i990's and later will rely on the older worker. 
Marginally literate citizens will also need to be educated to allow tht2m 
to become productively employed. 

Specifically to our local area, Central Florida^ rapid growth in 
tourist attractions and high technology has created a need for employees 
in the service and trade industries. In turn, these services, 
hospitality and technical industries are in greatest n2ed of literacy 
programs. They are requesting job related basic literacy skills, 
communication skills with supervisors and guests, job safety, personal 
and career development topics for their classes. 

Local providers of Literacy education are gaining the support and 
cooperation of businesses and industries who recognize the benefits of a 
more literate workforce. Companies are more likely to participate in 
offering literacy classes when they see a need and how their business is 
benef i t ed . 

By educating local businesses regarding the need and benefits for 
literacy programs, we strengthen their desire for commitment to literacy 
programs for employees. Local businesses can contribute to literacy 
education in any or all of the following ways: 
assist in goal setting 
- conduct an m -house needs assess me nt/literacy audit 
provide Che facility 

13 
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provide some materials, supplies and handouts 
provide work-time for employees to attend classes 
encourage employee participation and attendance in classes 
assist in curriculum development by selecting appropriate 
ins Cruet ional material 

involve supervisors of employees to support the program 
- assist in selecting appropriate instructional materials 

a,osist in the final evaluation process 
Internal marketing was initiated through meeting with colleagues in 
staff meetings and through informal talks with personnel. Another 
avenue for disseminating information is through the For Adults Only, A 
Newslette r By , For and About Adult Education , which is distributed 
through the adult education department* In addition, there is the 
Educator, an Orange County Public School publication which is 
distributed quarterly to approximately 250,000 households in Orange 
County • 

The marketing effort assists the community business and industry 
pet^''»nnel as well as prospective teachers and students to understand 
program goals and results. It is a necessary means of presenting 
positive information about the project which axds in development and 
expans ion . 
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COORDINATION 



Coordination of the Workplace Literacy Program is usually provided by 
the District Office and the area vo-tech centers. The district, through 
its administrative staff responsible for the Workplace Literacy grant, 
assumes the role of guiding, directing and implementing the literacy 
program within the terms of the grant and our state/county guidelines. 

The district project director: 

1. Conducts outreach and recruits business partners* 

2p Refers requests for classes whenever feasible to the appropriate 
vo-t ech coordinator. 

3p Makes joint initial visit to the corporate client with the 
vo-tech coordinator (if it is a large corporation). 

4. Presents county philosophy and grant information to the 
prospective corporate client. 

5* Promotes a continuous relationship between the district office 
and the corporate client. 

6. Initiate's and supports curriculum development. 

7. Assists instructor with job-shadowing'* whenever necessary. 

8. Holds monthly staff development meetings for instructors. 

9. Assists in entry/exit student testing. 

10. Provides support staff for student guidance counseling* 

11. Provides the corporate client with a needs assessment form which 
is needed for class design, scheduling, and curriculum 

deve lo pmen t . 

12. Requests written evaluation of the class from management, 
teachers, and students. 

13. Compiles and disseminates workplace literacy curriculum and/or 
other information to the instructor, the United States Department 
of Education, vo-tech coordinators, other districts, ERIC, 
Curriculum Coordination Centers, researches, and/or journalists. 

14. Documents pertinent student statistical data (race, sex, age, 
length of employment, etc.). 
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15. Provides translation of forms (developed for grant documentation) 
for non-English speaking students. Translators are provided Co 
help with forms when the student is illiterate in his/her own 
language « 

16. Attends class graduations. 

The area vo-tech centers' Business and Industry coordinators provide, 
set up, and operate classes within district and local school policy. The 
vo-tech coordinator can explain the program to the employer and remain in 
close contact with the corporation and instructor to monitor class 
progress. The coordinator assists the program director in maintaining the 
class as originally designed and obtain feedback about the class from the 
corporate contact person to ensure that needs are met. 

The vo-tech school coordinator serves in the following capacity: 

1. Contacts the Workplace Literacy director when a referral is 
received. 

2. Visits the corporate client jointly with the director to explain 
and set up specifics of the program. 

3. Presents vo-tech school policies to the corporate client. 

4. Interprets task/needs analysis with the instructor. 

5. Assists the instructor in making curriculum outline. 

6. Supports the instructor in developing daily lesson plans from 
needs analysis and curriculum outline. 

7. Assists the instructor with development and reproduction of 
curriculum classroom materials. 

8. Provides mater ia I s /ass i stance for entry level btate mandated 
testing. 

9. Provides on-going support and guidance to the instructor for 
class instruction. 

10. Supports district staff development by attending monthly teacher 
training sessions provided by the project director. 

11. Disseminates and follows up on instructor reports, forms, student 
record files, and instructor teaching hours. 

16 
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12p Provides a continuous relationship with the corporate client and 
acts as a liaison between the vo-tech school and the corporate 
c 1 ient • 

13- Attends class graduation ceremonies. 

14. Provides the district with s tuden t /c lass information* 

15. Provides follow-up with corporate liaison after class is over to 
obtain infer ma tion on success of program and possible start of 
another c lass . 

When the class is initially requested, the district office and vo-tech 
center begin working together to design a class to meet the employer's 
needs. The Business and Industry Services coordinators at each vo-tech 
center in coordination with the workplace program director, stays in 
contact with the corporate liaison to ensure the class success in terms of 
corporate needs and requirements. The corporate needs assessment 
determines the structure of the instruction and is the basis for class 
curriculum according to the employee's English skill level, job tasks, and 
requirements of corporate super visors /management . 

The vo-tech school coordinator in cooperation with the Workplace 
Literacy director ensures the availability of certified instructors who 
will best match the needs of the company> Other factors such as claso 
meetings per week, the time of day, length of class, and curriculutr are 
considered in the hiring of the instructor. At a pre-class meeting the 
instructor is introduced to the corporate liaison. This affords an 
opportunity for the corporate liaison to meet the instructor, refine and 
further customize the curriculum, and finalize the goals and objectives of 
the class. The instructor is now ready to develop daily lesson plans for 
the customized curriculum- If any changes need to be made by the corporate 
liaison and/or the instructor, the coordinator/ director is notified and 
changes are finalized with the best interest of Che corporate client, the 
instructor, and school policy in mind. 
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The vo-tech coordinator orients the instructor to the vo^tech school 
policy &nd procedures regarding instructor pay vouchers, absences, 
curriculum requirements, student files, lesson plans, student attendance 
forms, and student graduat ion cert i ficates . The vo-tech coordinator 
provides and collects the student registration forms, withdrawals, 
attendance and keeps a record of class evaluation. See Appendix jC for a 
sample of vo-tech center requirements and procedures. 

Both the vo^tech school coordinator and the Workplace Literacy Project 
director assist the instructor in obtaining appropriate curriculum 
material, testing students, and evaluating the class from the student's and 
the corporate liaison's perspective. The grant director provides 
supplementary materials, instructors for small classes and small 
businesses, tutors, translators, curriculum writers, and guidance 
counselors as needed. 

In this project, a resource guide wf.s written to provide the guidance 
counselor and the instructor with information about the importance and need 
for some commonly requested emp loyabi 1 i ty skills and living skills 
information that apply to the American culture- By using the resource 
guide, the counselors and the instructors have a conimon reference for 
interacting with the student employees regarding employabi 1 ity topics as 
they relate to American business practices and to social issues as they 
relate to living within the American culture- See Appendix H_ for a table 
of contents since the complete guide could not be included. 

The purpose of these coordination activities is to provide a means of 
communication between the corporate client and the Orange County Public 
School system. These coordination efforts provide the most meaningful 
job-site instruction possible to the employees in our community and assist 
in attaining job success at the workplace which is our goal. 

18 
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RECRUITMENT 

Several aspects were taken into consideration when selecting teachers 
for the workplace project* Teachers had to be certified in the area that 
they were to teach (ESOL, Math and/or English). Certification in a related 
area, with experience teaching adults in the specific area was acceptable. 
All teachers and tutors were interviewed to determine interest in the 
project, willingness to teach at the workplace, flexibility in teaching 
hours and empathy for students from a variety of ethnic groups* 
Willingness to utilize a variety of methods and techniques was another 
criteria used in the selection of the instructional personnel. 

All instructors (teachers/tutors) work on a part-time basis. Factors 
such as the number of class meetings per week, and the time of day and 
length of class are considered in the hiring of instructors 
( teachers /tutors ) . 

One of the most important attributes (besides competency in the 
classrooms) that a teacher must possess is flexibility. Tab instructor 
(teacher/tutor) must be flexible about I ogi s C i cs / cond i t ions and be prepared 
to carry materials to and from each class. 

The instructor ( t eacher /t utor ) should be able to serve not only as an 
instructor, but also as a liaison between the educational and business 
partners as well as a *'PR'* person at the workplace. 

The instructor (teacher /tutor) must remain neutral on 
management /emp 1 oyee issues. The teacher and/or tutor is to function as an 
instructor of basic skills or language and not represent either management 
nor employees. It should be made clear that the communication skills which 
enable participants to speak for themselves may be taught. 

19 
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Teacher /Tutor Tr^iaiag 

Staff development is an essential part of the Workplace Literacy 
Project* The intent is to have a competent, cap^jle, and professional 
staff resulting in successful workplace literacy instructors. 

Designing a relevant training program that is based on actual needs 
can be accomplished through an established competency model* Thus, the 
Workplace Literacy Project adopted the model developed at Florida 
Atlantic University in Boca Raton, Florida, which was pursuant to a 
grant from the State of Florida Department of Education. 

The following competency listing comprised of five broad stati^ments 
with general statements within each statement, servtf as objectives. 
These statements describe knowledge and skills essential for the 
effective teaching of adult literacy learners. 

1« Instructional Skills 



Assess learning needs 



Use relevant and effective instructional mechods 



2. 



Interpersonal Relationships 



Develop effective working relationships with adult 
I iteracy learners 



Exhibit resperc for Che dignity and worth of adulL 
learner 



Curriculum Design 



Develop and organize curriculum reflecting the needs of 
adult workplace literacy Learners 



Develop appropriate objectives for adult literacy 
learners 



4. 



Perspectives of Learning 

Develop conditions which facilitate learning 
Demonstrate a commitment to life-long learning 
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3* Community Development 

Understand the purposes of adult literacy education 
within the community (Grant # AB7-s), FY 1976-1977) 

The competencies were drawn from a broad spectrum of adult 

educators from different cotmaunities involved in varied program areas. 

The competencies identified are essentially used as indicators which 

point out the need for awareness and professional development. The 

instrument may be used as an asse^so^nt vehicle to identify areas 

needing improvement. This effort is primarily aimed at instructors who 

have not had prior experience in workplace literacy. It is a 

consistent, valuable self-appraisal assessment instrument, which is 

easily interpreted. See Appendix for Che assessment items and 

direct ions . 

Volunteers 

Volunteer tutors for the project are available through two sources 
which provide volunteer recruitment and training. The Independent Adult 
Literacy League which uses Laubach materials and training is a good 
source for volunteers and materials. Also evident in Orange County are 
the volunteer tutors recruited and trained through the local Literacy 
volunteers of America affiliate which is housed and supported by Orange 
County Public Schools Adult Education Department. Both organizations 
are involved in adult literacy and are a welcome and needed public 
service. 
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SUMHIET 



The Orange County Public Schools Workplace Literacy Project has 
successfully served over 1|000 students during the IS-aonCh period, October 
1988 through March 1990. Sixty classes have been conducted at 22 sites 
vithin businesses/industries. Continuation of classes to large businesses 
is expected through the industry service departosent of each vocational 
technical center in the Orange County Public School system. Funding is 
being jought through a proposal to the U.S. Department of Education 
Partnership Grant, primarily to serve small businesses as veil as support 
the on-going efforts in cooperation with the district vocational centers. 
Documentatioo 

The measure of evsluating program success has been accomplished 
through cumulative and summative evalustions. Cumulative evaluations have 
been conducted in the form of teacher-made evaluations in which instructors 
monitor student progress. A sample competency checklist can be found in 
Appendix C^. Summative evaluation is conducted through the use of course 
evaluations completed by each student and business/industry* In addition, 
informal feedback throughout each course is obtained from the manager 
jnd/or company liaison during meetings or via telephone* 

It is of the utmost importance to maintain an awareness of the status 
of program success and corr«dCt any deficiencies immediately. The 
involvement in utilization of facilities as well as (sometimes) release 
time for employees to attend class, necessitates provision of a successful 
p ogram, otherwise, it is viewed as a loss of time and profit by 
management . 
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Conversely, a successful program provides: 

- profitable return in terms of employees^ skills 

- improvement in communicat i( r by employees which enhances concepts 
and attitudes and enriches communication within business/industry 

increased product ion/decL'eas id margin of error (due to better 
unders tanding and communicwt ion) 

A management evaluation form designed to obtain a formal project 

evaluation from the business/industry can be found in Appendix L. Also in 

Appendix J^^ is a student course evaluation form and a teacher course 

evaluation form. 

An accurate indication of program success is evident through the 
process of cumulative and summative evaluations. Furthermore, feedback 
provided by students, management, vo-tech center coordinators and 
instructional personnel helped to keep abreast of any adjustments needed in 
curriculum, materials and methods of instruction throughout the program. 
Further evaluation of the program will be provided by Dr. Phil Grise, the 
proj ect eval ua tor . 
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MARRIOTT WORLD CENTER 



1-4 vest to exit 26A SR 536. Stay ia the left exit lane, the right lane 
is 26B and goes to EPCOT, Follow 26A in a circle over 1-4. This will 
put you on SR 336E. The World Center is on the left. The entrance is 
ea** irked. Follow the road and turn right towards the employee 

p* Entt»r through the back, the employee entrance. 

Go a long corridor to the end. There will be an employee uniform 

service in front of you. Turn left. This is a short corridor and you 
will pass another long corridor right before you come co a stairway. Go 
up and it will empty into the bar. Classes are held in the ba 



BUENA VISTA PALACE 

1-4 west to 535 noith exit (Lake Buena Vista). At the off ramp, go to 
the right and merge immediately into the left lane. At Che light, turn 
left. Proceed towards Disney Village. At the intersection of Hotel 
Plaza and Lake Buena Vista turn right. The Palace is the first hotel on 
the right. Enter and drive up towards the hotel and take the first left. 
The signs will say: to the Kookaburra and Outback Restaurant* This is 
also the employee entrance. You will see valet parking signs in front of 
the entrance. 

Go through the double doors and take your first left, pass the Security 
and go down the hallway towards tne employee dining room. Classes are 
held in the empl oyee dining room. 



3 J 

1/SPEV0C/2U . 28--05/ 16/90 



DISNEY UNlVERSirf AT EPCOT 



1-4 W€St to EPCOT/Disnty Village exit (26B, SR 536), Stay in right exit 
lane and proceed to the Disney Village exit ramp. At the light make a 
left towards the Caribbean Resort/MGM studios. You will drive under the 
overpass and at that traffic light is Backstage Lane. Turn right and 
follow the road. It will veer left. Ahead you will see the Geosphere« 
Proceed to the security gate. 

At the gate you should give your name and the office granting clearance. 
(Cultural Affairs Office, 560-6128) If necessary, you can tell them you 
are going to the blue parking lot and to EPCOT University. The "blue" 
lot is on your immediate left as you pass the gate. Enter and park as 
close as possible to the adjacent building. The furtherest set of double 
doors is EPCOT/Disney University, Enter and walk to the back, the 
classrooma are on the right. 



CARIBBEAN B£ACH RESORT HOTEL 

1-4 west to EPCOT/Disney Village exit (26B, SR 536). Stay in right exit 
lane and proceed to the Disney Village exit ramp. Ac the light, make a 
left Cowards the Caribbean Resort/MGM studios. Stay in the left lane. 
You will drive under the overpass, pass the traffic light, and make a 
left turn at the Caribbean Beach Resort sign. Follow that road, which 
winds around the property, and make a left turn at the Employees Only 
sign. Follow that road around, making a left turn at the dead end. The 
housekeeping building will be visible on the left. Enter through the 
double doors and go to the right, where you will inform the secretary who 
you are and whom you are looking for. 
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* Disney University at EPCOT 

^ Caribbean Beach Resort Hotel 

* Buena Vista Palace 

* Marriott World Center 
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m- PEABODY 

|v 9801 International Drive 

Orlando, FL 
4-. 352-4000 

;!t From 1-4 drive west to Sand Lake Road Exit 29, east. At the 
corner of international Drive and Sand Lake turn right. Proceed 
f or approximately 3 miles on International Drive. The Peabody 
is across from the Orange County Convention Center. 




WoodHU Sheraton World 



SHERATON WORLD 



1. 1-4 west to 528 east (Bee-line Expressway). Exit on International 
Drive and Westwood Blvd. Sheraton/ Sheraton World faces on both 
International Drive and Westwood Blvd. 

2. Bee-line Express (528 west). Depemling on where you eater the toll, 
can be 50^ or $1.00. EScit on International Drive/Sea Wbrld exit. 
Turn left, go under the overpass. First light is Westwood Blvd. 
Sheraton World is visible on the opposite corner. 

3. Frcxn Mid-Florida Tech, take Oak Ridge Road west all the way to the 
end and where it turns left onto International Drive. Take this road 
south past all the tourist shops, heading towards Sea World. This is 
about an eight mile drive from MFT. 

Sheraton/ Sheraton World has two entrances. The Sheraton entrance on 
International Drive is where the personnel office is located. Enter the 
lobby and walk a short distance to the back. The office on the right, 
and before the double doors going out to the pool, is th^^ personnel 
office . 

Sheraton World faces Westwod Blvd. Go to the second drive on the left, 
enter and park. The front desk is in the large building to the right. 
The front desk personnel can often direct you to where you wan', to go. 
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COMFORT INN 
8442 Palm Parkway 
Orlando « FL 
239-7300 



From 1-4 drive west to Exit 27 SR 535 North. Bear right and 
proceed to the second light. This is Palm Parkway. Turn right, 
go two blocks and turn into the hotel. Classes are held in the 
Comfort Zone Lounge. 
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QUALITY INN 
7600 International Drive 
Orlando # FL 
351-1600 



fjcom 1-4 drive «e«t to Sand I^ke Road Exit 29, east. AT the 
corner of International Drive and Sand Lake turn left. Proceed 
It the McDonald on the corner, and the Denny's Restaurant. 
:n right into the hotel. 
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^^^pfg Line ExoycgaWflY 
Sheraton World 
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VBESXJSD CUACB 
2778 M. Forsyth Road 
Wlftt«r Park# FL 

677-7777 



From the interaction of Semoran Blvd. (High, 436) and 
colonial Drlv«{High«ay 50) drive aaat on Colonial for one and 
a half miles. The first traffic light after Semoran is Forsyth 
Road. Turn left (north) on Forsyth, proceed for one and a 
half miles until you see the Wheeled Coach Building to the left. 

Enter the fence at the farthest driveway and park in the 
visitors parking. The offices are upstairs through the unmarked 
door in the northeast corner. Classes are held in the break 
room. 
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WEATHASHAOE CORPORATION 
3000 W. Orange Avenu« 
Apopka, FL 
889-3692 



i^Froa 1-4 and Highway SO (Colonial Drive) go east on 1-4 to 
t 48# approximately 9 to 10 miles. Exit 58 is called the 
.popKa/Altamonte Springs Exit. Turn left onto 436 West, staying 
the center l^ne. From here it is about 12 miles to the 




job-site. 



tay on 436W. This becomes Highway 441-N. Orange Blossom 
^Trail. When you reach the Plymouth- Sorrento Road, go past 
^^e light approximately 1000 feet to the next road. This is 
^Highway 437. Turn left. The Weathashade building is on 
~^the corner of 437 and 441. 



'Heatha shade 



Plymouth-Sorrento Rd. 
APOPKA ALTAMONTE 




pssway (toll) 



Orlando Int'l 
Airport 



ADVISORY COMMITTEE MEMBERS 



Ms^ Karen Lowrey 352-1100 
Chairperson, Advisory Cotnm. 
Sheraton World Resort 
iOiOO InternaL ionai Drive 
Orlando. FL 32821-8085 

Ms^ Diane Malone 827-2727 

Lake Buena Vista Palace 

Wale Disney World Village 

Lake Buena Vista, FL 32830-2206 

Ms. Sylvie Brambaagh 360-6128 
Cultural Office 
Walt Disney World 
P.O. Box 40 

Lake Buena Vista, FL 32830 

Mr. Marshall Kelberman 
Director of Human Resources 
The Peabody 

9801 International Drive 
Orlando, FL 32819 



Mr. Lance Reisman 
Frito'-Lay 

2800 Silver Star Road 
Orlando, FL 



295-1810 



239-4200 



Ms . Pam Fol let 
Director of Personnel 
Marriott's Orlando World Center 
World Center Drive 
Orlando, FL 32821 



Ms. Donna Duval o60- 
Sheraton Orlando North 
1-4 and Maitland Boulevard 
Orlando, FL 32853 



■^000 



Ms. Suzanne Violland 
Weathashade , Inc . 
3000 West Orange Avenue 
Apopka, FL 32703 



889-3692 



Mr. Patrick Wynn 
Housekeep ing Manager 
Car ib bean Beach Resort 
900 Caymen Way 
Lake Buena Vista, FL 32800 



934-3180 



Ms. Linda Cavanaugh 767-^2449 

Vice President/Education 

Central Florida Resiauranc Assoc. 

iil We St Magnolia, Suite iu3 

Longwood, FL 32 '30 

Mr . De r ek Baum 
General Manager 
Tama r Inns , inc . 
8h42 Palm Parkway 
Orlando. FL 32819 



GUESTS 

Ms. Yadira Espiracueta 
Project Assistant 
Orlando County Public Schools 
434 North Tampa Avenue 
Orlando, FL 32803 

Ms . Lynne Thibodeau 

Indus try Services Coordinator 

Orlando Vo-Tech Center 

301 West Amelia Street 

Orlando, FL 

Mr. Bob Gionone 
Industry Services 
Mid-Fi or Ida Tech 
2900 WesL Oak Rid^;c Road 
Orlando, FL 

Mr . Tony Enc in i as 
Industry Services 
ESOL Coordinator 
Wes t s ide Vo-Tech Center 
731 East Story Road 
Winter Garden, FL 

Dr. Carolyn Titt 
Industry Services Coordinator 
Winter Park Adult Voc. Center 
2250 Lee Road, Suite 100 
Winter Park, FL 32789 



422-3200 
Ext, ^-48 



425-2756 
Ext. 243 



855-5880 
Ext. 318 



656-2851 
Ext. 204 



b47-o36b 
Ext. 554 
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ORANGE C30UNTY PUBLIC SCHOOLS 

POSTSECONDARY VOCATIONAL, 
ADULT AND COMMUNITY EDUCATION 
WORKPLACE LITERACY 

ENGLISH FOR SPEAKERS OF OTHER UICUAGES (E.S.O.L.) 



WORKPLACE LITERACY PROGRAM CATEGORIES 

The following categories pertain to the E.S.O.L. classes offered at 
the workplace. In general, the student perforraance levels correspond to 
the Mainstream English Language Training Project (MELT). 

Pre-Literacy Level ESOL « MELT Level 0 

Level I: Beginning ESOL - MELT Level I 

Level II: Low Intermediate ESOL - MELT Level II 

•Level III: Intermediate ESOL » MELT Level III 

Level IV: High Intermediate ESOL » MELT Level IV 

Level V: Low Advanced ESOL " MELT Level V 

Level VI: Advanced ESOL » MELT Level VI 

Level VII: High Advanced ESOL - MELT Level VII 

Level VIII: Advanced Skills Development » MELT Level VIII 

The MELT student performance levels are described in the enclosed charts. 
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STUDENT PERFORMANCE LEVELS - ABBREVIATED VERSION 



0 No ability whatsoever 






I Functions minimally, 

if at alli in English. 


Can handle only 
very routine entry- 
level jobs that do not 
require oral communi- 
cation, and in which 
all tasks can be easily 
demonstrated . 


A native English 
speaker used to 
dealing with limited 
English speakers can 
rarely communicate 
with a person at 
this level except 
through gestures. 


II Functions in a very 

limited way in situa- 
tions related to 
immediate needs. 


Can handle only routine 
entry-^level jobs that 
do not require oral 
communication, and in 
which all tasks can be 
easily demonstrated. 


A native English 
speaker used to 
dealing with limited 
English speakers will 
have great difficulty 
communicating with a 
person at this level. 


Ill Functions with some 
difficulty in situa- 
tions related to 
immediate needs. 


Can handle routine entry- 
level jobs that involve 
only the most basic oral 
communication, and in 
which all tasks can be 
demonstrated . 


A native English 
speaker used to 
dealing with limited 
English speakers will 
have great difficulty 
communicating with a 
person at this level . 


IV Can satisfy basic 

survival needs and a 
few very routine 
social demands. 


Can handle entrylevel 
jobs that involve some 
simple oral comn.unicat ion, 
but in which tasks can 
also be demonstrated . 


A native English 
speaker used to 
dealing with limited 
English speakers will 
have difficulty 
communicating with a 
person at this level. 


V Can satisfy basic 
survival needs and 
some limited social 
demands . 


Can handle jobs and 
job training that 
involve following 
simple oral and very 
basic written instruct 
tions, but in which 
most tasks can also be 
demons trated . 


A native English 
speaker used to 
dealing with limited 
English speakers will 
have ^some difficulty 
communicating with a 
person at this level. 
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VI Can satisfy most 

survival needs and 
limited social 
demands. 


Can handle jobs and 
job training that 
involve following 
simple oral and 
written instruct ions 
and diagrams* 


A native English 
speaker not used to 
dealing with limited 
English speakers will 
be able to communicate 
with a person at this 
level on familiar 
topics, but with some 
difficulty and some 
effort . 


VII Can satisfy survival 
needs and routine 
work and social 
demands • 


Can handle work that 
involves following 
oral and simple written 
instructions in familiar 
and some unfamiliar 
situations* 


A native English 
speaker not used to 
dealing with limited 
English speakers can 
generally communicate 
with a person at this 
level on familiar 
topics. 


VIII Can participate 

effectively in social 
and familiar work 
situations . 




A native English 
speaker not used to 
dealing with limited 
English speakers can 
communicate with a 
person at this level 
on almost all topics. 


IX Can participate 

fluently and accurately 
in practical, social 
and work situations. 




A nat ive Engl ish 
speaker not used to 
dealing with limited 
English speakers can 
communicate easily 
with a person at this 
le /el . 


X Ability equal to that 
of a native speaker 
of the same socio- 
economic level- 
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STUDENT INFOiLHATlON 

Name Address 

Phone M/F SS# M.S. Past Ed , 

Entry Level Date of Entry Agency 

Teacher 



Language Competencies and Employabillty Benchmarks 

Date 



!• Identifies name 

2. Knows how to spell name 

3. Knows numbers 

4. Identifies house or apartment numbers 

5. Identifies days of the week 

6. Identifies months of the year 

1 . Able to give personal data 

8, Able to identify and count money 

9. Can tell time 

10. Can identify body parts 

11. Identifies coamion ailments 

12. Recognizes and names colors 

13. Identifies size and shape 

_____ identify basic clothing 

15. Can identify basic foods 

16. Identifies home appliances 

17. Identifies furniture 

18. Understands prescription dosages 

19. Can make appointment with doctor or dentist 

20. Identifies basic signs 

21. Identifies types of transportation 

22. Ident if ies common occupat ions 

2 3 . Writes personal dac a 

24. Able to use the telephone 

25. Understands how to shop for basic necessities 

26. Identifies job duties 

27. Identifies skills and interest 

28. Knows rules to get driver's license 

29. Understands driver's record 

30. Recognises cat' docutiients 

3 1 . Understand s local public transportation system 

32. Knows how to read schedule; 
A. Work 

B , Transport at ion 
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Language Competencies and Employabt.1 ity Benchmarks 

( cont inued) 

Date 

33. Understands presentation of self: 

A. Personal hygiene 

B. Dress 

^' _ Punctual ity/ At tendance 

D. Cultural courtesies 

E- Work attitudes 

34 • Answers questions about w^rk experience 

35- Knows specifics of a job when told 

36- Knows general safety rules 

37. Kno'vs general work rules: 
^* Clothing 

B* Equipment 

C. Shifts 

D- Breaks 

E. O/ertime 

F. Sick Leave 

38. Knows job benefits: 

A- Health Insurance 

B- Life Insurance 

C. Retirement 

D. Social Security 

E. Vacation 

39. Uses job application skills: 

A. Application information and procedures 

B. Reading want ads 

C. Making an appointment 

40. Interview: 

A* Understands questions that employers ask 

B* Answers questions in an interview 

C. Has job interview practice 

41. Understands responsibilities/benefits of accepting a job; 

A. Contracts 

B. Wages and benefits 

C. Payroll deductions 

D . Income t axes 

42. Recognizes techniques and skills in keeping a job: 

A. Review of benefits, wages, deductions 

B. Dealing with problems on the job 

C - Chain of ccronand 

D. Loyalty 

E. Rights 

F. Nelwrking 

43. Understands basics of personal banking 

A. Checking accounts 

B. Savings accounts 

Comments : 
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WESOLT (A) 
English 

1. WhaC is your name? 2. Can you spell it? Spell your name please. 

^ "^^s No ScTuewhat 

3. Uhat is your address? 



4. What is your social security number? 

5. What day is today? 

6. What days do you wrk this week? 



7. What days are you off this week? 



8, What month is this? 

9. When were you born? _^ / / 

Month Day Year 

10. Where were you born? 

11. Are you a citizen of the United States? 

12. How long have you worked here? 



Directions: Use picture booklet for test item numbers: 

13, 14 , 15, 16, 17, 18, 19, 23, 24, 25 and 26- 
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circle the correct answer. 
13. Uhich clock shows 3:35? 



14. What time is sl:own on the clock 



a. 7:45 
3:30 
c. 7:15 



look at the picture of American money 



15. Vfttat is the name o£ this coin? 

a, nickel 
h. quarter 
c, penny 



16* What is the name of this coin? 



a. quarter 

b , dime 

c . nickel 



17. What is the name of this coin? 



a * dime 
b- nickel 
c. quarter 
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18. What is the name of this bill? 



a, five dollars 

b , fifty dollars 

c, one dollar 

19* What is the nane of this bill? 



a. one dollar 

b - twenty do 1 lars 
c« ten dollars 

Circ le the correct ans^r . 

20. How many months arc there in one year? 

a* 9 months 

b. 6 months 

c . 12 months 

21. How many minutes are there in one hour? 

a. 30 minutes 

b . 60 minutes 
c « 24 minut es 

22. How many hours are there in one day? 

a. 12 hours 

b , 60 hours 
c . 24 hours 
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Look at the picture of the body 
23, Ple*Be nane the p^rt of the body that correaponds to each letter • 



a • 



b . c • d • 



e. f - S 



24. What is this color? (Demonstrate the colors red, blue, green, yellow, 
white, black and brown*) 



a* 



b . c . d . 



e . f . g 



25. What shape is this? (Tester, please point to each shape,) 
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WESOLT (B) 



1 '■ ' "' 

j PSRSOIUL BACKGROUND 






Please Print: 






Name 


M 


F 


Last First 






Address 






NLonber Street 


City State 


ZIP 




Date of Birch: 

Month/Day/Year 






Harital Status: Single Married Widowed 


Divorced 




How long have you wrked here? 






Alien Number: Social Security Number: 









What is your job? 

Describe your job in three to five sentences: 
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WESOLT (B) 



PERSONAL BACKGROUND 
ISTOGA LA VI OU 



Please Print: 

Por favor escriba en letra de imprenta: 
Ekri an gro let sll vou pie: 



Name 

Nombre 

Nom 



Last 

Ape I lido 
Sigaati ou 



First 
Nombre 
Non ou 



M 



Mesie 



Fi 



Address ^ 

Direccion Number Street 
Nuaero Calle 
tbn «vek Nimero Ri Kote ou Rete ya 



City State ZIP 

Ciudad Estado Area Postal 

Nan ki Vil Nan ki Eta 



Date of Birth Month/Day/Year 
Fecha de nacimiento Mes/Dia/Ano 
Ki le ou te fet Mbua/Jou/Ane 



Marital Status: Single Married Widowed Divorced 

Estatus: Soltero(a) Casado(a) Viudo(a) DivorciadoC a) 

Celibate Marie Vef Divose 



How long have you worked here? 

Cuanto hace que trabaja aqui? 

I3epi konbliin tan ouap travay isi ya? 

Alien Number Social Security Niaaber 

Nunero de extranjero Nunero Seguro Social 

Nimero Alien Kat ou Nimero Sosial ou 



What is your job? 

Cual es su trabajo? 
Ki Jan Travay ouap Fe? 

Describe your job in three to five sentences: 
Describa su trabajo usando tres o cinco oraciones: 
Esplike ki j an Travay ouap Fe : 
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APFSNDIX E 
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ORANGE COUNTY PUBLIC SCHOOLS ADULT EDUCATION 
QUESTIONNAIRE FOR JOB-SITE ENGLISH PROGRAM 

General information (to be filled out by Department Heads) 

Ap Personal inforroat ion 

1, Name Date 



2. Position Dept_ 

3, Company Address 



Phone # 



Best days & hours to contact 



B, Departmental Data 

1. Total number of employees in your department^ 

a- Number of employees who are: 

Limited-Engl ish Proficient (LEP) 



b* Of those who are LEP, how many are: 
Non-literate in English? 



Check languages represented among LEP employees, and give 
approximate number: 



a . 
b, 
c 



Spanish 



Hait ian-'Creo le 
Asian (list) 



( check) ( percentage) 



i * 


Vie ^naraese 


i i . 


Laot ian 


iii • 


Cambodian 


iv • 


Chinese 


V • 


Other 


(list) 




i * 


French 


i i . 


German 


iii , 


Pol ish 


iv . 


Other 



Other (list) 



1 1 
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3. Within your department, what jobs do LEP employees perform? 
a. ^ 8 



c 



d . J 

e, k 

f . L 



In each of these jobs, with whom do LEP employees interact 
(check); and about what percent of their time is spent in these 
types of interactions? 

(check) (percent t ime) 

a. Supervisors 

b. Co-workers . 

c. Guest s/Pat ient s/ Client s/ Customers 

d. Others 



II. Assessment of LEP Employee Limitations (to be filled out by Department 
heads and additional staff/ supervisors) . 

List additional staff: 

Name Position 



Name Pos it ion 



From your perspective and experience with LEP employees, check those 
areas/ items which pose special problems for them on the job. 



Major Minor No 
Problem Problem Problem 



A. Company policies and procedures 

1. Understanding and/or completing 
rout ine forms : 

a . Appl i cat ion 

b. Tax (W-2, W-4) 

c . Medical Insurance 

d. Life Insurance 

e. Credit Union 

f. Paycheck (deductions, etc.) 
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Major Minor No 

Problem Prob lem Probletn 

2. Understanding and following 
standard policies/rules: 

a. Hours/shifts, weekly schedules 

b. Tardiness, docking 



c. Overtime 



d. Breaks 



e. Sick days/calling in sick 

3. Understanding and participating 
in performance reviews and 
evaluations: (e.g. ability to 
discuss ways to improve work 
habits and maintain improved 
performance) . 

4. Large turnover (e.g. employees 
quit or are terminated) . 

5. Not advancing through promo- 
tions (e.g. understanding of 
working more independently or 
taking increased responsibility). 

6. Understanding and following 
safety procedures 

7. Understanding and using proper 
channels of communication to 
disucss problems, etc, 

8. Other (list) 



B. Language Work related 

1 . Understanding job dut ies . 

2. Understanding specific v^rk pro- 
cesses, especially for starting 
and stopping tasks. 

3 . Understanding wrk-relat ed 

tools, equipment and materials . 

4. Understanding and indicating 
work--re lated locat Ions . 
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5. Understanding warVc-related time 
factors (e.g. telling time, 
asking and answering questions 
regarding time.) 

6. Understanding and carrying out 
work-related measurements. 

7. Understanding and explaining 
reasons for actions. 

8. Understanding or describing 
characteristics of work-related 
objects or processes. 

9. Understanding instructions about 
work processes . 

10. Requesting clarification of 
instruct ions . 

11. Asking for help; stating needs, 

12. Reporting problems. 

13. Understanding and correcting 
e rrors . 

14. Understanding and following 
changes or redirections. 

15. Recognizing expressions for 
inc errupt ions . 

16. Acknowledgement of being 
spoken to. 

17. Describing/ report ing work 
coraplet ed . 

18. Understanding or making 
evaluations about quality 
of work performed. 

19. Understanding or giving 
warning or cautions. 

2U. Taking and passing on a 
mes sage . 

21. Understanding written 
notices, memos, newsletters. 

22. Other (list) 



Major Minor No 
Problem Problem Problem 
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Major Minor No 
Pr( ?b le m Prob lem Problem 

C, Language: Social Interaction on 
the job. 

1. Understanding general conver- 

sat ion around them so that 

awkward situations do not 
arise (e.g., unders tanding 
slang, "in house" temis, 
style of other ethnic groups) . 

2. Initiating and responding to 

introductions, greetings and 

conversational openers. 

3. Initiating and responding to 

small talk (with co-workers, 

patients, or guests), 

4. Extending and responding to an 

invitat ion ( e ,g , , "Let ' s meet 

at break for a cup of coffee.") 

5. Closing a conversation or 

recognizing when a conversation 

has been closed (e,g., leave- 
taking) . 

6. Other (list) 



D. CulCural/coping factors . 

1, Sticking together versus 
mixing with other wrkers. 

2, Dietary habits . 

3 , Personal health/sanitary 
habits , 

4, Trans port at ion prob lems . 

5, Childcare problems. 

6, Other ( list ) 



Thank you again for your time in filling out this questionnaire. 
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DiatOQue 'No Name Tag* 

(Two employees are talking.) 

Where's your name tag? 
I forgot It 

You better get one. 
What do 1 do? 
See your manager. 



Exercises : 

"J- J foroot my name tag, 
broke 
lost 

misplaced 

2. You better qet one . 

go now. 
hurry up. 
take your break, 
watch your step, 
watch it. 
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DialoQue 



A Favor' 



(Two employees are talking.) 

; Do me a favor? Can you work for me on Sunday? 

: Sure, but you better cfieck with our supervisor. 

: Great! Thanks a lot' I'll check right now. 



Exercises : 

1. You better check vour schedule . 

your paycheck, 
room again, 
your supplies, 
your gas. 

« , your tires. 

2. Great! 
Fantastic! 
Wonderful! 
Super! 
Good! 
Marvelous! 

3. Thanks a lot ! 

a million! 
a bunch! 
so much! 

4. Can you work for me next week ? 

lend me $2? 

pick me up tomorrow morning? 
take me home tonight? 
help me move my furniture? 
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Dialogue 



Catch Up 



(A supervisor is talking to an employee.) 

: Aren't you done yet? 

: No. I'm running late. 

: You're behind in your work. You need to catch up. 

: I'll try. I'm doing my best. 



Exercises : 

1 . You need to catch up. 

have to 
ought to 
better 
should 

2. I'm behind in my work . 

rent 

car payments, 
bills. 

3. I need to catch up . 

work late, 
leave early, 
get gas. 
get groceries. 
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Dialogue 



In Trouble at Work' 



(Two friends are talking about a problem at work.) 

: Hi! How's it going? 

; Not too good. I'm in hot water with my supervisor. 

: Oh! Wtiat happened? 

: I was late two days in a row. He blew up! 

: Did you have a good excuse? 

: No, I overslept 



Exercises : 



1. 


How's it QOinq? 




your job? 




your work? 




your family? 




your love life? 


2. 


1 worked two davs in a row. 




was off 




was sick 




was early 




was at class 


3. 


Did you have a good excuse? 




reason? 




story? 




alibi? 


Excuses for Beinq Late: 


1. 


My baby was sick. 


2. 


1 overslept. 


3. 


1 had car trouble. 


4. 


1 had a flat tire. 


5. 


The bus was late. 


6. 


The van was late. 


7. 


My baby sitter was late. 


8. 


My baby sitter couldn't come today, 


9. 


I couldn't find my car keys (wallet, nama tag) 


10. 


My clock was wrong (My clocked Stopped). 
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Dialogue 



I'm Mad!" 



(Two employees are talking.) 

: Boy! Am I mad! 

: Why? What* s the matter? 

: My boss is always picking on me. He says I'm too slow. 

: Can't you work faster? 

: 1 try, but I never finish on time. 



Exercises : 

1. I'm mad . 

angry, 
upset 
teed off. 
furious. 

2. I'm too slow. 

tired, 
upset, 
early, 
late. 

nervous. 

3. 1 never finish on time . 

early, 
late. 

soon enough, 
before noon, 
before 4:30. 
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Dialogue 



What's the Matter? 



(Two friends are talking.) 

: What's the matter wfth you? 

: I feel awful! 



Are you sick? 

No. I was up all night. My baby had a fever. 

I'm sorry. That's too bad. I hope the baby is better tonight. 

Thanks. 1 hope so, tool 



Exercises : 

1 . I was up all night . 

iate. 
early. 

watching TV. 
washing clothes, 
working on my car. 

2. What's the matter? 

wrong? 

the problem? 

the deal? 

3. I had a fever . 

cold. 

headache. 

backache. 

stomachache. 

toothache. 

cough. 

sore throat 



1 feel awful. 




bad. 


nervous. 


sick. 


embarrassed. 


sleepy. 


hungry. 


tired. 


thirsty. 


beat. 


full. 


happy. 


mad. 


good. 


angry. 


glad. 




sad. 
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Dialogue 



Dead Battery 



(Two employees are talking. They're ready to go home.) 

: My car is in the parking lot It won't start I left my lights on. 

: Oh! Your battery is dead. ("II jump it I have the jump cables. 

: Gee! Thanks a lot' 



V, it doesn't work. I'll give you a ride home. 

Great! Could you drop me off at my sister's house? 

Sure. No problem. 



Exercises : 

1. My car is in the parkino lot 

driveway. 

garage. i 
body shop. 

2. 1 left my lights on. 

radio 

TV 

AC 

iran 

stove 

oven 

3. I dropped oft my uniform . 

extra supplies, 
dirty linen, 
laundry, 
dry cleaning, 
kids, 
friend. 
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Dialogue 



•A Bad Check 



(Two friends are talking.) 

: Whars the matter? You look upset' 



I did something really stupid. 1 wrote a bad check at Winn-Dixie. 

Oh, Oh! You bounced a check! You'll have to pay a fee to the store and 
to your bank. 

You're right! 1 had to pay $15 to the store and $10 to the bank. I'll never 
do that again! 

You need to make out a budget! 



Exercises : 

1 . You look upset 

mad. 

hungry. 

tired, 

t>ored. 

sick. 

nervous. 

2. I did something really stupid . 

dumb. 

crazy. 

silly. 

awful. 

bad. 

3. I wrote a bad check. 

rubber 
good 
big 
tittle 

4. You'll have to pay a fee . 

a fine, 
your rent 
on time, 
interest 
tax. 

social security. 

5. You need to make out a form . 

a budget, 
a time sheet, 
an application 
a grocery list. 
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ORANGE COUNTY PUBLIC SCHOOLS 

POSTSECONDARY VOCATIONAL, 
ADULT AND COMMUNITY EDUCATION 
WORKPLACE LITERACY 

TASK ANALYSI-^ (Job Shadowing) 

Task 1: Determine basic skills needed Co perform Che job effeccively 
Qieckl ist : 

A. Date of observac ion( s) 



B. Hours 



C. Task(s) 



D. Purpose of task(s) performed 



List number of times workerCs) 

A. Reads Circ imstances 

B. Writes Circ unstances 

C. Does mathemac ical calculations 
Circ umstances 



D. Speaks Circumstances 



E. Setting of task(s) performed: 

(individual or group performance) 

Task 2: List materials needed to perfomi the job. 



List ail material s/equipmenC needed to do the job. (vocabulary) 



List materials chat are written and read in Che perfonnance of Che 
j ob . 
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Task 2: (continued) 



Examine written/read materials and determine reading levels and 
vocabulary. 



Explain how content of vrritt en/read materials were examined to 
determine reading level* 



Task 3: Interviews ( superv isors/ employees) to determine their perception 
of the basic skills needed to do the job. 



Date of interview 



Identify skills that employees say are most important. 
Most used skills How skills are used 



Ask supervisors which skills are needed for the job. 

Skills neiided for job Skills critical to job 



D. Ask supervisors how to perform task(s) . 
List stpp by step process. 
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Task 3: 



( cont inued) 



Observe employee performance . 
List step by step process • 



Task 4: Determine whether the employees have the basic skills needed for 
job performance. Provide a written description of the audited 
job( s) in terms of : 



Listening ( Understanding) 



Speaking 



Re ading 



Wr it ing 



Coraput at ion 
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Discuss observation informally with employees, supervisorC s) , 
workplace literacy coordinatorC s) to pinpoint concerns. 



Concerns : 



Date of discussion 
Suomary 



Date Signature 
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LIST OF ESOL METHODS AND TECHNIQUES 



ESOL — LEVEL O-II 

Diagrams 

Pocket chart ^ 

Flash cards 

Sentt'Eice i^trips 

F I anne I boa r ds 

Flip chart s 

Language Master cards 

Cassettes 

Role play 

Overhtfad trans pa rencies 
Total Physical RciSponse 
•Aural /oral activities 
Number charts 



ESOL — LEVEL III-IV 

Flash cards 

S^intence str ips 

Fl ip charts 

Language Master cards 

Cas set t es 

Role play 

Overhead transparencies 
Aural /oral activities 
Writing (chalk) boards 
Writing act ivit les 



ESOL " LEVEL V-Vlll 

Flip charts 
Language Master cards 
Cas se 1 1 es 
Role play 

Ove rhead t r ani; pa renc i es 
Aural /oral activities 
Writing (chalk) boards 
Wr il I ng activities 
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DKf'ARTMENT Of FOSTSKCONDARY VOCATIONAL, ADULT AND (XWMUNITY KiniCAT I (IN 

ORANGK COUNTY PUBLIC SCHOOLS 



C B K CURRICULUM M 0 I) K L FOR A I) U 1, T J 0 B - S I T E K D U C A T I 0 N I' K 0 t; R A M S 



Instructional Programs 



Co 111 p t' L fnc v~Bds t'd Cur r i c ii 1 iiins 



Mt'Lhods ot instruction and Kva 1 iiat i on 



cm ZEN SHIP 



E S 0 L 

( Kng 1 i «h for 
Spt'iikors ot 
other Languiigt'S ) 



WORK P LACK 
LITF.RACY 



Core Curr icu 1 iJin 
Fur 
Head i ng 



C'oru Curr icu 1 urn 
Fi>r 
Wr i t I ng 



Core Curr icu I urn 
Fo r 

M J t hfin i c s 



Ci\ t r i c u 1 uni 
Fo r 

Joh-S 1 I i 'Vi a I n I \)^ 
('i>ui'Sfs Jiui Occnpiit ions 



Cut t I c ill uni 
For 

Ci i I/O n,s h i [-) Ti 4j i n I wy 



s 



So 1 f -Faced 



1 Hiil r uc I i ona I M.il e r i a I s Opt i oiks ; 
I . Lt»arn i ng Cu j det^ 
2. Itislrucf lon/Job Sheets 
3 . Cu r r i c u I um Cki i de.s / Mo do 1 e s 



Crou[)-'FaCiMi/Trad i I lona 1 

[ nsl ruct i ona i M.u t*r i a 1 s Opt i oiis : 

1 , I,t*a r n i ng Cu ides 

2 . [ n.s L r ucl I v>n / Ji}b Shoe t s 

i. Lesson IM an s /Teac her Cuidt»s 
4 . CUirr i cu 1 um Cu i des /Modu 1 es 



Cotiib I na L i i)n iit 
r ou p- Pac ed /Tr ad i t i ona 1 

L IKS I r lic I i v>na 1 Mat f r' i a 1 s i)\H i od: 

1 , 1 .ea r n i n g Cu i 

2 . ! nst rue t i (Ml/Job Sheet .s 

3 . Less on IM ans /Tfa^- hcc (Um ilr 

4 . ii r r 1 c u I Liiii Cu i lI f / M* > d i j 1 c' s 



Pri)g r aniiiiud / Li unpu t r As > i s t ed 

1 n .s I r uc 1 I una I ^Lit < - r i a 1 s Op I i on - 

1 . Fu i) 1 I h t' I ' .s Lessons 

2 , 1 o d I V I d u J i Li* s s o n Flan > 

3 , [ n S L I UC I I i M 1 .S h c' i* t 

4. C'u I f 1 t' u 1 nni ('U i d e s / Mo d n 1 I' > 



CoinpeL e nc v 
AssessnuMit 

I fui i V i iiua 1 
or c I u s 1 1* r u d 
coni[)e t enc i i* s 
assessed by 
k now ! t*dg<* 
aiiif/( r 
Ft' r t ui iiitjnce 

SIS 
(\aTlpl't iMlC V 

ac h i e veine nt 
r 0 1) I' d 
I'ta i n t a I ni*d 
1 1)1 ea c h 
s L nd o n C 
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I. FIRST NAME 



2. LAST NAME 



3. CITY 



4. STATE 



BASIC SURVIVAL SIGHT WORDS 

first name 
last name 
city 
state 



5. TELEPHONE NUrfBER 



6. HOUSE NUMBER 



7. APARTMENT 



8. ZXF CODE 



9. DATE 



10. SOCLAL SECURITY NUMBER 



11. ALIEN REGISTRATION NUMBER 



12. BIRTH DATE 



13. MALE/ FEMALE or M/ F 



14. MR. , MRS. , MS. , MISS 



telephone number 
house nLonber 
apartment 
zip code 
dat e 

social security number 
alien registration number 
birth date 

male/ female or m/ f 
Mr . , Mrs . , Ms . Miss 



SUNDAY, MONDAY, TUESDAY, WEDNESDAY, THURSDAY, FRIDAY, SATURDAY 

JANUARY, FEBRUARY, MARCH, APRIL, MAY, JINE, JULY, AUGUST, SEPTEMBER, 
OCTOBER, NOVEMBER, DECEMBER (also their abbr ev iat icns ) 



MEN WOMEN 



BUS STOP 



HOSPITAL 



EXIT ENTRANCE 



NO SMOKING 



POISON 



WALK/DON'T WALK 



DANGER 



l/SPEVOC/21i.35 
03/23/90 



S3 



FILLING OUT A FORM: 
Please pi inc . 

^MR. ^MRS. MISS ^MS- NAME; 

last first middle 

ADDRESS: 

house no. stre«>t city state zip 

HOME PHONE: ( ) SEX: M F SOC. SEC. NO. - 

COUNTRY OF BIRTH: DATE OF BIRTH: / / 

mo . day ye a r 

AMERICAN CITIZEN? ^YES NO VISA NO. 

HEIGHT: WEIGHT: COLOR EYES: COLOR HAIR: AGE: 

MARITAL STATUS: MARRIED ^DIVORCED SINGLE ^WIDOWED ^SEPARATED 

SPOUSES NAME: „ NO. OF CHILDREN: 

ARE YOU CURRENTLY 

EMPLOYED? ^VES NO WHERE? 

OCCUPATION: WORK PHONE: ( ) 

S IGNATURE : 



ERIC 



l/SPEVOC/211, 34 
03/23/90 
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AA^EATHASH ADE 




3000 W. Oranga Avenue 
Apopka. FL 32703 



SAFETY MANUAL 
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DONT LET THIS HAPPEN TO YOU" 
STAY ALERT!!!! 




ORANGE COUNTY PUBLIC SCHOOLS 

SANTOS SANCHEZ, JR. 
JOB-SITE PROJECT 
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ORANGE COUNTV PUBLIC SCHOOLS 
JOB-$ITE PROJECT 

UIERTHRSHRDE 

GENERAL SfiFETV MRNURL 
INTBODUCTION 

QBJECTIUE: Giuen this information about Generot Factory Safety 

rules the student luill ensit'er ten(tO) "True' or 
^ralse" questions couering these safety rules ujith 
1007* accuracy. 

PROTEST: The pretest Is designed to see hou; much the student 

already knouJs about general safety rules. 

LEARNING RCTIUITIES: 1. General Mechanical Safety 

2. General Electrical Safety 

3. General Chemical Safety 

4. Genera! Housekeeping Safety 

5. General Personal Safety 

POST TEST This Is the final test In the manual. Be sure to follotii 

the directions carefully. The employee should achieue 
I UO percent accuracy . 



iytflT>1flSHflO£ 
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GENERAL SfiFETV 



STUDENT:, 
DATE: 



PRETEST 

flnsuierthe fo!foii>ing questions. lUrite out the u/ords "True" or False 
in the blanks at the left of each question. 

1. UJhen you work in the factory keep your iong sleeue 

iiUll tucked In your jeans. 



—2. Buy ear plugs and safety equipment to uiear In the 
factory. 

_3. iUipe up spilleQ oil or grease immediately. 

_4. Keep your iuork area clean and the floor dry at ail 
times. 

—5. lia all electrical uuiring and connections. 

_6. Play mith the electrical control panel and fiH the dials. 

_7. Shut off 'Main Power Siuitch (Handle)" when there 
Is a poiuer outage. 

_8. Bring your friends o"^^ family to luork wlih you in the 
factory. 

_9. In case of 'Emergency " push the reJ f7uffon to lioji 
the machine from ujp^king. 

.10. Operate "forklifts" to make your job easier at the 
factory. 
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liiERTHnSHflDE 
student Competencies 
for the 
Job-Site ESOL Class 



Student's Nemei. 



Social Security Numbers 



Teacher's Namei 



DATE COMPLnED 



COMPETENCIES 



I. CrNFRflt <;flFFTV 

1. Pretest 

2. Post Test 

If. GENERRL MECHRNfCfll SflFETV 

1. Pretest 

2. Student identifies "Sensors* 

3. Student Identifies 'Emergency Stop Button' 

4. Student Identifies 'Safety Couers' 

5. Student Identifies 'Safety lUarning Signs' 

6. Post Test 

u\. Qimm rucTRiCfli sbfety 

1. Pretest 

2. Student understands 'Poiuer Outage" 

3. Student identifies 'Main Shut Off Smitches* 

4. Student Identifies 'Control Panel' 

5. Student understands "Electrical Problem 
y$. Electronic Problem. 

6. Post Test 

fU. GFNFRfil CHFMICfll SRFrTV 

1. Pretest 

2. Student can Identify "Chemicals" 

3. Student Identifies 'Plastic Resins" 

4. Student Identifies "Soluents" 

5. Student identifies "Cleaning Fluids" 

6. Student identifies and knoujs uve of 
"Safety gloues and Classes' 

7. Post Test 



I 



ERIC 



lU£f)THB$HRO£ 
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(2) 



V. GFsrRflL HOUSEKEEPING SRFETV 

1. Pretest 

2. Student Identifies and knoujs use of "Brooms' 

3. Student Identifies and knows use of 'Oil Dry" 

4. Student Identifies end knouJs hoiu to operate 
'Dry Uacuum" 

5. Student Identifies and knoujs use of 
•Trash Cons" 

6. Student knoo/s the meaning of 'lUork Area 
Inspection' 

7. Post Test 

Ut. GENEBfll PERSO^'fll SflrFTV 

1. Pretest 

2. Stucfent identifies end knoais use of "Safety Shoes' 

3. Stu-i nt understands "Uniform Policy " 

4. Student understands "Drunkness Policy' 

5. Student understands "Termination Policy" 

6. Student knouis hoo; to call for 'Medical or Police 
Assistance' 

7. Post Test 



E^lciHASHflDE 
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GENEBfiL MECHflNlCfiL SBFETV 

STU D E NT: 

DATE : 

PRETEST 

flnfu-'erthe folSou^ing questions. lUrite out the Luords "True" or 
"Ffiise" In the blanks at the left of each question. 

1. Safety on machines 1$ not Important. 

2. flII ennployees should be trained on the machinets) 

before operating the machine(s). 

-.3. Vou should knoin luhere the "Emergency Stop 

Button" is located on the machine that you are 
operating. 

4. "Emergency Stop Buttons" stop the employee 

from ujorking and make the machine run faster. 

5. Vou should remoue ail "Safety Couers" from the 

machine that you ere operating. 

6. "SENSORS" tell the machine that something is 

wrong. 

7. "Do Not Touch Hot" means that the machine is hot. 

8. "Caution Mouing Parts" means that you can moue 

the machine. 

9. "Chance of Electrical Shock" means that you 

could get electrocuted. 

10. Vou must be trained to operate a "Forkllff, 



c 

WEATHASHflDC 



GENERflL MECHflNICfll SflFETV 



General mechanical safety on machines Is of the utmost 
Importance, fln employee should not attempt ?o do any mechanical 
uiork for ii;hich he/she has not be trained. Training on the machines 
is a requirement before you operate a machine aione. 

Superuisors are trained to handie any mechanical problem wWh 
the machines. If yiu as an employee haue a problem wWh your 
machine, call a superuisor and let him repair the machine or take care 
of the problem. 



^ou should become familiar uiith the "Emergency Stop Buttons". 
These are located on all the machines and they stop the machines 
UJhen they are pressed. Use them only In Cose of Emergency. 

fill employees should knom uihat "Safety Couers" and "Sensors" 
do on the machines. "Safety Couers" are used to protect the 
employees from injuries by couering the mouing parts of the machine. 
"Sensors" are used by the machine to detect a malfunction u^lthln the 
machine. The "Sensors' detect on unsafe condition and usually shut 
off the machine. "Safety Couers" should neuer be remoued from the 
machine. 



The follou-'ing safety signs are designed to ujarn the machine 
operator of potential safety hazards. 

"DO NOTTOUCH HOT" 
•CAUTION MOUING PARTS" 
"CHANCE OF ELECTRICAL SHOCK" 

ERIC 6. 



FQRKLiFT OPERATIONS 

• DO NOT OPERATE ANVTHING THAT VOU HAUE NOT BEEN TRAINED 
TO OPERATE. " 

• DO NOT BE AFRAID TO SAY NO/OR REFUSE TO OPERATE A 
MACHINE THAT VOU FEEL THAT THERE IS A POTENTIAL DANGER 
TO YOU OR SOMEONE ELSE. " 

" BE SURE THAT VOU ARE PROPERLY TRAINED TO OPERATE fl 
FORKLIFT BEFORE VOU OPERATE ONE. " 

" UJHEN IN DOUBT ABOUT OPERATING RNV EQUIPMENT ASK YOUR 
SUPERUISOR, OR GET THE PROPER TRAINING BEFORE YOU OPERATE 
THE EQUIPMENT. " 



lUERTHftSHflDE 
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SflFETV RULES 

1. DO NOT FIK/REPHIR MACHINES, UNLESS 5T IS VOUR JOB. 

2. DO NOT PLflV UJITH THE RED "STOP BUTTONS" , UNLESS IT IS 
RN EMER6BNCV . 

3. DONOTREMOUE •SflFETV COUERS". 

4. DONOTTOUCH •SENSORS'. 

5. OBEV SflFETV STICKERS RND SIGNS. 

FORICLIFT OPERATIONS; 

fl. DO NOT OPERATE THE FORKLIFTS, UNLESS VOU ARE PROPERLV 
TRAINED TO OPERATE THEM PROPERLV RND SAFELV. 

B. DO NOT Bi: AFRAID TO SAY "NO* OP ' REFUSE' TO OPERATE THE 
FORKLIFT OR ANV OTHER MRCHJNERV U^HEN VOU FEEL THRT 
THERE IS fl POTENTIAL DANGER TO VOU OR SOMEONE ELSE. 

C. REPORT ALL "INCIDENTS OR flCulDENTS" TO VOUR 
SUPERUISOR. 



lUEflTHfiSHflOC 



GENERAL MECHfiNfCflL SfiFETV 



STUDENT: 

DATE: 

POST TEST 

flnsiuer the foIIoiDing questions. lUrWe out the uiords "True" or 
"False" In the blanks at the left of each question. 

1. Vou must be trained to operate a "Forklift". 

2. "Caution Mouing Parts" means that you can moue 

the machine. 

3. You should knou; inhere the "Emerg . icy Stop Button" 

Is located on the machine that you are operating. 

4. fill employees should be trained on the machine($) 

before operating the machine(s). 

5. SflFETV on machine($) is not important. 

6. Vou should remoue all "Safety Couers" from the 

machine($) that you are operating. 

7. "Emergency Stop Buttons" stop the employee from 

working and make the machine(sl run faster. 

8. "SENSORS" tell the machlne(s) that something is 

wrong wWh the machine($). 

9. "Do Not Touch Hot" means that the machine(s) Is HOT. 

10. "Chance of Electrical Shock" means that you could 

get electrocuted. 



p ^ UlEflTHflSHflDE 
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GENERAL ELECTRICAL SAFETV 



STUDENT: 

D ATE : 

PRETEST 

flnsiuerlhe folloiuing questions. UJrlte out the u^ords "True" or 
"False" in the blanks at the ieft of each question. 



_t. Electrical repairs are handled by the Maintenance 
Department. 

Jl. Do not report unsafe conditions to the superuisor. 

-.3, FIJI '^II electrical problems. 

_4. "Poiuer Outage' means that the lights are on. 

-5. Bll problems Luith electrical controls are electronic 
problems. 

fill proMems dealing luith e'ectrlcity are electrical 
problems. 

^7- The Main 5hut Off Snjltch cuts off all the electrical 
pou/er to the factory. 

_8. '^Pouier Outage' means that all - lectrical pouter to 
the factory is off. 

Mr. Trsuls UJyatt repairs all electrical problems In the 
factory. 

to. Report all electrical problems to your superuisor. 



I O flSHflDE 
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GENERAL ELECTRICfiL SfiFETY 

fiU ELECTRICAL REPAIRS ARE HANDLED BV THE MAINTENANCE DEPARTMENT. 

ALL UNSAFE ELECTRICAL CONDITIONS NEED TO BE REPORTED TO A SUPERUISOR 
IMMEDIATELY. 

DO NOT ATTEMPT TO DEAL liJITH ELECTRICAL PROBLEMS YOURSELF. 

li/HENEUER THERE IS A •POIHER OUTAGE", ALL MAIN SHUT flFF StDITrHFS 
SHOULD BE TURNED OFF UNTIL THE POLDER COMES ON AGAIN. 

ELECTRONIC PROBLEMS: Rre problems hauing to do wiXh the controls 

and functions of the niachine(s). 



ELECTRICAL PROBLEMS: 



fire problems hauing to do lulth electricity. 



MAIN SHUT OFF SWITCH: Switch that cuts off ail electrical pouter to 

machine. 



POUJER OUTAGE: 



LUhen the electricity to the plant Is cut off 
due to pouter failure or electrical storm. 



IN CASE OF EMERGENCY OR ELECTRICfiL PROBLEMS: 
Contact Mr. TRRUIS UJVATT In the plant/factory office 



IDEATHflSHflOE 
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GENERAL ELECTRICAL SRFETV 

STUDENT: — — 

OflTE:- — — — 

POST TEST 

flnsiuerthe follouiing questions. Write out the luords "True" or 
■False" In the blanks at the left of each question. 

1. Do not report unsafe conditions to the superuisor. 

2. riH all electrical problems. 

3. fill problems ujlth electrical controls are electronic 

problems. 

4. Report all electrical problems to your superuisor. 

, 5. Mr. Trauls Ulyatt repairs all electrical problems in 

the factory. 

6. "Potuef Outage' means that the lights are on. 

7. fill problems dealing luith electricity are electrical 

problems. 

8. The Main Shut Off Suiltch cuts off all the 

electrical pou/er to the factory. 

9. Electrical repairs are handled by the Maintenance 

Department. 

10. Report ail electrical problems to your superuisor. 



UlCBTHRSHflDt ^ 

12. 




GENERAL CHEMICfiL SflFETV 

STUDENT: 

D ATE: 

PRETEST 

Bnsiuer the folloiulng questions. UJrite the mords 'True' or 'False* 
In the blanks at the left of each question. 

1. Information for the safety of plastic resin 1$ not 

auallable. 

2. Mr. George Luduilg has Information for the safety 

of solue.nfs, cleaners, and plastic resin. 

3. "Plastic Resin' Is the material used to make 

plastic. 

4. Plastic resin is dangerous ii;hen left on the floor. 

5. ■Soluents" are used for cleaning machine parts. 

6. 'Safety glasses' are not used In the plant. 

_7. 'Safety gloues' are used to protect your hands. 

8. 'Safety glasses' are used to protect your eyes. 

9. "Safety glasses and gloues' are auallable for 

your use In the factory office, fflsk for them) 

10. 'Do not smoke' a»hen using soluents or cleaners. 



9r; 



UfCflTHflSHflDC 



13. 



6ENERflL CHEMICAL SfiFETV 



ALL INFORMATION REGARDING SAFETV OF PLASTIC RESIN, SOLUENTS, AND 
CLEANERS IS RUAILABLE FROM MR. GEORGE LUDLUIG. 

CHEMICALS ARE FLUIDS THAT ARE FLAMMABLE AND SHOULD BE USED 
PROPERLV FOLLOUJING THE DIRECTIONS ON THE CONTAINER. 

ALL CHEMICALS SHOULD BE STORED IN A PROPER PLACE DESIGNATED FOR 
■CHEMICALS". 

•PLASTIC RESIN' SHOULD BE SLUEPT-UP FROM THE FLOOR 
'IMMED1RTEL V.' 

-CLEANING FLUIDS AND SOLUENTS* SHOULD BE USED IDITH EHTREME 
CAUTION AND ALIUAVS FOLLOIUING THE DIRECTIO NS FOP THEIA USE. 

■CLEANING FLUIDS AND SOLUENTS" SHOULD BE STORED IN R SAFE PLACE OR 
CONTROLLED AREA. DO NOT LEAUE CHEMICALS, CLEANERS, AND SOLUENTS 
UNflnENDED> 

SOLUENTS AND CLEANERS ARE USFD TO CLEAN MACHINE PARTS. 

you SHOULD NOT SMOKE LUHEN USING THESE CLEANERS, SOLUENTS OR 
CHEMICALS BECAUSE THEV ARE FLRMMRBLE. 

■SAFETY GLOUES AND SAFETY GLASSES" ARE RUAILABLE FOR YOUR USE 
IN THE FACTORY OFFICE. IF YOU UiANT TO USE THEM, "ASK FOR THEM." 

•SAFETY GLOUES" ARE USED TO PROTECT VOUR HANDS. 

•SAFETY GLASSES' ARE USED TO PROTECT VOUR EVES. 



■IT IS UERV IMPORTflNIT TO IDERR VOUR SfiFETV 
EQUIPMENT.- 



UlEflTHflSHflDE 
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SENERfiL CHEMICAL SAFETY 

STUDENT: 

DATE: 

POST TEST 

flnsLuer the foUowlng questions. WnXe the u^ords "True" or "False" 
In the blanks at the left of each question. 

1. Mr. GEORGE LUDUirG has information for the safety 

of soluents, cleaners, and plastic resin. 

2. "Plastic Resin' is Dangerous UJhen left on the 

floor. 

3. "SOLUENTS" are used for cleaning machine parts. 

4. "SflFETV GLRSSES" are not used In the plant. 

5. "SRFETV GLOUES" are used to protect your hands. 

6. "DO NOT SMOKE" u^hen using soluents or cleaners. 

7. "SRFETV GLASSES AND GLOUES" are auailable for 

your use In the factory office, fflsk for them) 

8. "INFORMATION" for the safety of plastic resin Is 

not auailable. 

9. "SAFETY GLASSES" are used to protect your eyes. 



to. "PLASTIC RESIN" is the material used to make 
plastic. 



WEATHRSKflDE 
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GENERAL HOUSEKEEPING SBFETV 

STUDENT: 

DATE: 

PRETEST 

flnsuierthe folloiuing questions. LUrite out the u)ords "True' or 
'False' in the blanks at the left of each question. 

1. "UIORK flREflS" should alu;ay$ be clean; free of oil and 

uiater. 

2. "FLOORS" should haue oil and u^ater. 

3. "BROOMS* should be used at all times to keep u^ork 

areas clean. 

4. "OIL DRV" is used to clean machines. 

5. "DRY UflCUUM" is used to clean up ujet and dry 

messes. 

6. "TRASH CANS" should only be used when clean. 

7. "UJORK RREfl INSPECTION" should be done u^hen you 

get off shift. 

8. "RESIN PARTICLES" If left on the floor can cause 

serious accidents. 

9. KEEP your u^ork area clean at all times. 

1 0. DO NOT REM DUE safety hazards from youriuork area. 



lyCATHflSHflOE 



GENERAL HOUSEKEEPING SRFETV 



LUORK flREBS: Should oliifoys be clean, free of trash, oil, mater and 

safety hazards. EKampIe: Ladder In the middle of the 
floor. 



FLOORS: 



Should alLuays be kept dry--free of til and mater. 



CIGARETTE 

Buns: 



Should not be thromn on the floor. Use ashtrays or 
trash cans. 



GREASE RND 
OIL SPILLS: 



SHOULD BE CLEANED IMMEDIflTELV. 



OIL ON 
SHOES: 
preuent 



Should be cleaned immediately off the shoes to 
spreading the oil all ouer the factory. 



"NEUER UJRITTO CLEAN THE FLOOR, IF ITNEEDS CLEANING DO IT 
■IMMEDIflTELV DO NOT lUAITTO THE END OF SHIFT." 



BROOMS; 



Euery tuork area should haue one. Do not be afraid of 
the broom--u$e it to keep your mork area clean. 
Clean floors preuent accidents. 



OIL DRV; 



OIL DRV Is a substance or material used to dry up the 
oil spills, so that it can be $mept-up. Use the OIL DRV 
on all oil spills then smeep it up or use the DRV UflCUUM. 
OIL SPILLS CBN CRUSE SERIOUS ACCIDENTS. 



DRY UflCUUM; 



1$ a uacuum cleaner used to clean up dry and met 
messes. Use It to clean up mater spills. The dry 
uacuum Is also used to clean the machlne(s). 
(Make sure that you are trained to operate the 
dry uacuum, If not, ask your superuisor for 
assistance.) 



TRASH CANS: Use the trash cans for all trash, and keep your mork 

areas clean and trash free. 



lUEflTHflSHflDC ^ ^ ' '^ 
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RESIN 

PRRTICLES: Must be kept off the floor, fliuiays siueep-up the 

*Resin Particles' immediately. THEV ARE UERV 
SLIPPERV RND CRN CRUSE SERIOUS INJURIES. 



REMEMBER REMEMBER REMEMBER 



KEEP VOUR LUORK RRER CLERN RND RCCiDENT FREE. 
CONSTRNTLV INSPECT VOUR UJORK RRER FOR CLERNLINESS. 
REMOUE RLL SRFETV HR2RR0S FROM VOUR UfORK RRER. 



If 
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GENERfll HOUSEKEEPING SRFETV 

STU DENT: 

DATE: 

POST TEST 

flnsuier the folfoiulng questions. Ulrite out the UJords 'True" or 
"False" In the blanks at the left of each question. 

1. "FLOORS" should haue oil and uiater. 

2. "BROOMS should be used at all times to keep the u^ork 

areas clean. 

3. 'OIL DRV" Is used to clean the machines. 

4. KEEP your work area clean at all times. 

5. 'RESIN PARTICLES" If left on the floor can cause serious 

accidents. 

6. -lUGRK RREH INSPECTION" should be done luhen you get 

off shift. 

7. "lUORK RRERS" should alujays be clean; free of oil end 

liiater spills. 

8. "DRV UflCUUM" Is used to clean up u^et and dry messes. 

9. "TRASH CANS" should only be used u;hen clean. 

10. DO NOT REMOUE safety hazards from your work area. 



1 
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GENEBflL PEBSONBL SfiFETV 



S TU D E NT: 

DATE: 

PRETEST 

flnsuierthe follOLi;ing questions. LUrite out the u^ords 'True' or 
"False" {n the blanks to the left of each question. 

. 1. "SflFETV SHOES" ore not required in the factory. 

2. VOU may linear tennis shoes to luork. 



-3. UNIFORM POLICV states that all employees working 
longer than 90 Days should haue uniforms ordered 
from the Company, 

.4. DRUNKNESS POLICV states "that you should come to 
ufork drunk and after drinking alcohol'. 



-5. TERMiNflTIQN POLICV means you cannot ii;ork at 
lUERTHHSHRDE. 

-6. DiRl 911 to call for Medical and Police "assistance. 

-7. The First flid Kit is located In the factory office. 

.8. Vou may uiear sandals and flip floos to ujork. 

.9. Neuer drink alcohol before coming to Luork-. 



.10« SHORTS are permitted to be u^orn at u;ork in the 
factory. 
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SENERRL PEBSONflL SRFETV 



PROPER FOOTUJERR: Safety Shoes (Steel Toe) are not required to 

be Luorn in factory uihile at luork. 
fl closed (Laced Shoe) shoe must l3e.^orn at all 
times. Tennis shoes may be worn In the factory. 
Sandals and flip flops are not to be morn in the 
factory while the employee is at work. 

No Long Sleeue Shirts should be Luorn. 
tPear short sfeeue shirts ONLV. 
Long Sleeue shirts can be caught by the 
machine($). 

After 90 Days the employee should haue 
uniforms ordered from the Company. Uniforms 
are picked-up euery Friday morning for cleaning. 
Uniforms must be u^orn clean at all times. 

Shorts ore permitted to be worn at u;ork in the 
factory. 

RLCQHOL, DRUGS, and MEDlCflTION should not be 
taken before coming to luork. This is a safety 
hazard for you and your co-uiorkers. REPORTING 
to u;ork drunk or drinking alcohol on the Job 
can result in employee termination. 

Means that your employment at LUERTHRSHRDE 
is ended. lUhen you get terminated, you no 
longer luork for the Company. 

CfllllNG FOR MEDICfll OR PQUCE flSSISTflNCE; 

Dial 911 in case of Emergency. (Fire, 
flccldeiit, or Injury). Vou may dial from the 
breakroom, office phone, and the pay phone. 

FIRST RIO KIT: The basic First Rid Kit is located in the factory 

office. Inform your supervisor when you use 
the First Rid Kit. If some of the First Rid Kit 
supplies are missing, report It to your 
superuisor immediately so they can be ordered. 
RitijQys use the First Rid Kit in case of injury. 
Do not forget to report all accident($) to your 

WEAT>iA$HflD£ superuisor. (No matter houj small the Injury) 
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SHORT SLEEUE SHIRTS: 
UNIFORM POLICY: 
SHORTS: 

ORUNKNESS POLICY: 
TERMINATION POLICY: 



GENERAL PERSONRL SRFETV 

STUDENT: 

DATE: 

POST TEST 

flnsuuerthe follou^ing questions. lUrite out the uiords "True" 
or "False" in the blanks to the left of each question. 

1. DRUNKNESS PQLirv states "that you should come 

to u^ork drunk and after drinkrig alcohol. 

2. TERMINATION POLICV means you cannot uiork at 

UlEflTHASHADE. 

3. DfllL 91 1 to call for Medical and Police assistance. 

4. Vou may mear sandals and flip floos to ujork. 

5. Neuer drink alcohol before coming to tuork, 

6. The First Rid K\\ is located In the factory office. 

7. 'SRFETV SHOES" are not required In the factory. 

8. Vou may ujear tennis shoes to Luork in the factory. 

9. UNIFORM pni irv states "that ail employees luorklng 

longer than 90 Days should haue uniforms ordered 
from the Company. 

to. SHORTS are permitted to be worn at u;ork in the 

factory. 
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GENERAL SRFETV 

STU D E NT: , 

DATE: 

P q$T TE ?T 

flnsLuer the foUou^Ing questions. lUrlte out the u^ords "True" or "Folse" 
in the blanks tj the feft of each question. 

f 

I. Buy ear plugs and safety equipment to wear In the 

factory. 

2. Keep your u;ork area clean and the floor dry at ail 

times. 

3. Play u;ith the electrical control panel and fiK the dials. 

4. Bring your friends and family to ii;ork ujlth you to the 

factory. 

5. Operate "Forkllfts" to make your job easier at the 

factory. 

6. UJhen you work in the factory keep your long sleeue 

shirt tucked In your pants. 

7. lUIpe up spilled oil and grease immediately. 

8. FiK all electrical luirlng and connections. 

9. %hu\ oit 'MQin Power Switch (Handle)' uihen there 

is a poorer outage. 

10. In case of 'Emergency" push the reef ^uffc?/? to 

stop the machine from ujorking. 
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£M€MBER!!! 




KSATSIVSBADS HARRXOR 
"OFF DUTY" 



RLUJflVS BE ALERT 

RND 
THINK 
SflFETV 



( PIENSR EN SEGVRIDHD ) 
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ORANGE COUNTY PUBLIC SCHOOLS 
WORKPLACE LITERACY 
PAPIE POU EVALIE" PROGRE ELEV YO 

CREOLE 



Pa ekri aon rou non papie sa~a. 

Profese Date 



Ki klas Konpayi 

Bay yon re'pons pou shak niinero. 

OUI YON 11 KRAS NON 

!• Bagay yo te' sevi nan klas la pat telinan 
dif isil . 

1. Bagay yo ede mom konpron-^n angle pi 
byin. 

3. Bagay yo ede mom konpran--n e respn-n 
pi byin nan klas • 

4. Infomasion yo bay nan klas la te' ede-tn 
nan travay moin, 

5. Klas yo montre^n kouraan pou-m konpran 
travay av^k lot moun pi byin an je'ne^ral. 

6. Profese ya pale' angle^ ya de'koua pou tout 
moun nan klas la te"' konpran-n . 

7. Profese ya^ te rete apje pou li te kapab 
repon-n ke'sion tout elev yo . 

8. profese ya t e^raontre'' ke^ 1 i inte'rese nan 
progre shak elev. 

9. Konseye'' ya te e'de--m anpil. 



10. Infomasion konse^'ye^ ya te'^ bay la te*^ tre 
i^^potan pou edikasion moin. 

11, An gro mouin ka de'klare'' ke klas la te'' 
bon e'ke" mouin ta rinmin kontinie"] 



12. Mouin ta konse'ye' tout moun kap travay avek 
mouin yo pou yo ale'nan klas sa^a. 



KOMANTE: 



Ki sa ou Ce pi rin-min nan klas la? 
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INTRODUCTION FOR COUNSELOR 



In the workplace literacy program, many basic skills and 
competencies are learned In the classroom so that the limited English 
proficient employee can leana to better function on the Job. In the 
cross cultural guidance counseling materials , many employablllty skills 
and topics will be discussed so that an understanding of their 
usefulness and function in the American workplace will precede the skill 
or topic and also follow learning the skill Itself in ac ^vities at the 
end of the topic unit. In the classroom* the guidance counselor will 
assist the teacher with further communication and demonstration of why 
these employablllty and living skills are important in this country and 
when they are to be used at wrk and at home* 

The guidance counselor will provide student/employees with an 
understanding of the American work culture that will make our wrk 
customs seem more realistic and easier for foreign-born employees to 
follow. Knowing how and why American businesses and industries operate 
and what they expect from their employees gives the foreign-born 
employee a butter understanding of the workplace and a better chance for 
success on -he job» The first few months as an American employee is a 
starting point in the American business system- Guidance provided in 
the classroom will contribute *:o the student's successful job 
performance through definition, discussion, and active participation by 
role playing typical job and life management situations. 
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Each section of this guide is formatted as a unit. A voc^oulary 
check list of words aad idioms precedes each unit and provides a preview 
of key words and concepts used in the text. Specific vocabulary w^rds 
related to the unit topic are defined in the text. Several activities 
follow the text to provide visual and verbal practice of the skills 
taught t as well as practical reinforcement of the skills as they relate 
to the student/employee* s job. The self-check and personal rating 
activities can be used as counseling tools to create an awareness of 
difficulties or problems at work and find possible solutions to them. 

After each unit^ a Self -Appraisal form is Included. This form may 
be filled cut by the student and given to the job supervisor to 
encourage communication and feedback from the student , teacher and v^rk 
supervisor. The guidance counselor may also use this form to counsel 
the student on progress made in problem areas* 

In all activities in "Working in the United States," the most 
beneficial information includes specific data and material about the 
student ^s employer * Guidance counselors and teachers are encouraged to 
alter or add to the activities to reflect specific company procedure s 
and information. 
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Personal Background 



NAME 

(Last) (First) 
JOB LOCATION 

SUPERVISOR 

TEACHER'S NAME 



Do you have children? ^ 

Are they enrolled in public school? 

If yes, list their naae(s), grade and school name. 



What schools have you attended? Where? 



List Che jobs you have had in the last five years. 
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Orange County Public Schools 

Workplace Literacy 
Staf£ Development Inventory 



Directions 

Statements relating to abilities or competencies deemed important 
by a broad spectrum of adult educators are listed in the following 
pages, for each item, indicate the degree of competence you possess at 
present- Circle the number which represents an approximate estimation 
of your perception of your own performance regarding each item. Mark 
your response by circling the number (designating degree) provided next 
to each item. 



I2[f 
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Clar if icat ion 



The five degrees of ccxnpetency are: 

1. A slight degree of competency 

2. Some degree of competency 

3« A moderate degree of competency 

4. A high degree of competency 

5. A superior degree of competency 

To what degree do I as an adult educator in the Workplace Literacy 
Project 



1. Provide curricula which assists 
learners to improve employment 
skills , 

2. Provide curricula which meets 
the business/ industry job-site 
needs . 

3. Assist adults in the development 
and use of learning skills. 

4. Relate learning to immediate 
application . 

5. Keep records of class and 
individual progress . 

6. Exhibit behavior reflecting a 
feeling for the dignity and 
worth of individual. 

7. Develop appropriate goals and 
objectives for the adult 
literacy program • 

8- Provide practical activities 
for learning . 

Assist adult learners in 
acquiring social skil Is 
to relate to others* 

10* Know the social structure and 
character is t ic of the 
community . 

IK Relate effectively to f>eople from 
a variety of cultural, economics, 
and occupational backgrounds. 

12, Respond positively to constructive 
criticism by making appropriate 
changes * 



2 3 4 



2 3 4 



2 3 4 



5 
5 



lERLC 
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13» Encourage the learner's growth 
through supportive 
c oiomun ic a t ion . 

14. Participate actively in professional 
adult education organizations. 

15. Talk and act enthusiastically. 

16. Provide practical activities for 
learning . 

17. Enroll in college courses for 
professional growth . 

18. Participate in adult education 
staff development offerings. 

19. Use social skills which assist 
adult learners in developing a 
positive self-concept. 

20. Assess learning needs. 

21. Promote sel f--directed learning* 

22. Use community resources. 

23. Use relevant and effective 
instructional methods. 

24. Accept comments of adult learners 
with positive attitude. 

25. Construct learning objectives 
with measurable outcomes. 

26. Understand the purpose of adult 
workplace literacy education 
within the community. 

27. Recognize symptoms of physical 
deficiencies that may hinder 
performance . 

28. Establish a basis for mutual 
respect with adult learners. 

29. Use competency based assessment 
procedures . 

30. Use sequential , relevant short^ 
range instructional objectives. 



2 3 4 5 

2^45 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 



2 
2 
2 
2 



3 
3 
3 
3 



4 
4 
4 
4 



5 
5 
5 
5 



2 3 4 5 
2 3 4 5 
2 3 4 5 
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Sample Vo-Tech Center Requirements 



ORLANDO VOCATIONAL TECHNICAL CENTER 



INDUSTRY SERVICES 



TO: 



Industry Services Instructors 



FROM: 



Lynne Thibodeau, Coordinator 
Joan Newman , Assistant Director 



RE: 



Procedures and Forms 



DATE: 



Your assistdQce in teaching and managing customized classes for 
corporations is what makes this program successful « This memo is 
designed to be a tool for you in tracking the components that make for 
successful courses* If I may ever be of assistance in your achievement 
of your class goals and objectives, please call extension 243 and I will 
be happy to assist you. 



Attendance - The. Student Attendance Register is an approved county form 
and is due the last day of class. AH instructors are required to 
use established codes to complete and to keep a copy. The official 
copy is a computer print-^out and provided to you by the coordinator. 

Student Reg^istration - The Vocat ional /Adul t Registration form is a white 
and blue form approved by the county office. Note: Industry 
Services use a one-page version of the four-ply form. Registrations 
are due after the first class session. 

CI ass /Teacher Ass ignment Sheet - is an OVTC form used to track all 

Industry Services classes and assists in data management. It is 
intended to save the instructor time Ln the registration process by 
allowing the instructor to fill out the top third and omit filling 
out each individual registration below the gray line. (Just include 
course, course number and section on each form.) Please obtain 
further instruction on the procedure. The Class/Teacher Assignment 
Sheet is submitted with the completed Registration forms. 

Eval uat ions - Course evaluations are given at the end of the course. An 
OVTC form is provided. 

Student W i thdrawal - Withdrawal is currently being reported on the 

Student Registration form and is due immediately upon withdrawal. 
Students who withdraw prior to the completion date need to be 
reported immediately. If the four-ply form is used, submit the 
white copy (it will be returned to you after entry into the 



FORMS 
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Information SysLem) with the withdrawal information documented on 
the bottom line* (See attendance instruction sheet.) 



If a student withdraws from a course registered on the one page form, 
notify the Industry Services Coordinator, 

Certificates Course attendance certificates are provided by OVTC and may 
be given at the end of a class* (Please allow two weeks to process 
certificates. ) 

Teache r Fay Voucher - is used to record the instructional hours of the 

part-time teacher. The payroll period extends from the 16th of the 
month to f.he i5th of the next month. The voucher must be placed in 
the assi?»cant director's "in Box" (Room 237) by the 15th of each 
month. Exceptions are: 

1. June (due by the 8th and projected through the 30th) and 

2. December (due by the 8th and stops at the i5th) 

Blank vouchers are available in Room 235« 

FTE Reports - The FTE report has a Trial Report and a Confirmation Report. 
The Industry Services coordinator will inform you when the report is 
ready for your review. Please be prompt in responding. 

The FTE Reporting Schedule will be distributed on a yearly basis and 
should be referred to "keeping up-to-date" the Industry Services 
coordinator. 

Curriculum Requirements A course outline — including the number of 

hours, purpose, objectives, methods, topics, resources, bibliography 
and AV equipment required is completed and turned in before class 
begins . 

Lesson Plan - A form provided to log daily class activities. Please turn 
in monthly. 



1 2 o 
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Orange County Public Schools 
Workplace Lit e racy Pro j ect 
Management Evaluat ion 



Please complete this evaluation of the Workplace Literac y/ESOL Project 
classes and return to; 

Katy Bauer 

Orange County Public Schools 
Workplace Literacy Project 
P. 0. Box 271 
Mail Stat ion 302 
Orlando, FL 32802 

If you have any questions concerning the evaluation form, please call Katy 
Bauer at 422^-3200. ext. 310. 



Position of person completing this evaluation: 

Management Supe rv i sor y 

NOTe and address of your company 



f 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
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Orange County Public Schools 
Qua 1 it at ive Lnproveraent Dat a 
Workplace Literacy 

Section A 

Please indicate, in the space provided, the number of enployees who have 

improved in each area during the most recent Job-Site class. Students may 
have improved in more than one area. 

Type of Achievement of participants : No . of Part i c i pants 

1. Improved communication skills 

2. Improved safety record 

3. Increased productivity 

4. Improved product quality/guest satisfaction 

5. Increased efficiency ^ 

6. . Reduced turnover . 

Section B 

Please indicate the methods which were utilized to obtain the data provided in 
Section A by placing a check in the blank next to each appropriate item. 

Methods of gathering Data for Section A : 

1. Surveys of trainees . 

2. Surveys of line managers and supervisors . 

3. Observation of employee behavior by managers 

and/ or unions, including: production rates, 

time lost on job, etc. 



4. Other (please describe): 



Company 
Address 



Nane of Person Supplying Information: 



Date: Phone 



Additional comments regarding the Job-Site Proj ect classes located at your 
company are welcomed. 

12S 
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Ormxige County Public Schools 
OorkplAce Literacy 
Project Eveluition 

Please evaluate the Job-Site English Project classes by indicating your 
response in the blanks provided, 

1 ■ Strongly Agree 

2 * Agree 

3 " Disagree 

4 « Strongly Disagree 

Course Content 

1. Ttie course was designed to include curriculum useful to the 
employees • 

2. The classes helped limited English speaking anployees to 
understand and deal more effectively with other employees, 
clients, and/ or guests in general situations* 

3. The classes helped limited English speaking employees to 

understand and deal more effectively with other anployees, 
clients, and/or guests in specific situations. 

4. The Job-Site English classes helped limited English speaking 

employees to understand English on the job, 

5. The Job--Site English classes helped limited English speaking 

employees Co communicate in English on the job. 

Materials 

6. The materials used in the Job-Site English classes were 

appropriate for the needs of the students. 

7. The materials helped the limited English speaking employees 

with their speaking of English on the job. 

8. The materials helped the limited English speaking employees 

with their understanding of English on the job. 

InstructorC s) 

9. The ins true tor( s) was (were) well prepared, _ 

10, The instructorC s) spoke English in a manner that was easily 

unders tood by the limited Eng lish speaking employees. 

11, The ins true tor( s) was (were) available and able to answer 

students' quest ions . 

12, The ins true tor( s) was (were) interested in student progress, 
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13. The iQStrxictor( s) was (were) enthusiastic about the subject 
matter . 

Summary Evaluation 

14. The Job-Site English Project was successful in improving the 
level of English of limited English speaking employees. 

15. I wuld recanmend this project to other businesses and/ or 
industries . 

Additional Comments: 
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ORANG€ COUNTY PUBLIC SCHOOLS 
WORKPLACE LITERACY 
Student Course Evaluacion 

SPANISH 

NO SE IDENTIFIQUE EN ESTA FORMA. NO ESCRIBA SU NOMBRE . 

Maestro (a) ^ Fecha 

Curso 



Corapahia 

Favor de marcar una respuesta para cada ori.cio'n 



1 

2, 
3. 
4. 
5- 
6. 
1. 

8. 
9. 
10. 

11, 
12. 



Los raateriales utilizadoa en clase estaban 
al nivel correcto de dificultad. 

Los materiales me ayudaron en la comprension 
del Ingles. 

Los materiales me ayudaron a entender y 
responder en clase. 

La informacion presentada en este curso 
fue util para mi en mi trabajo. 

Las clases me ayudaron a entender y bregar 
mas ef ect ivamente con las personas en general. 

El/La maestro(a) hablo ingles en una manera 
que era facil de entender por los estudiantes, 

El/La maest'-o( a) estaba accesible y 
dispuesto(a/ a contestar las preguntas de los 
estudiantes. 

El/La maes tro( a) estaba interesadoC a) en el 
progreso acaderaico de sus estudiantes. 

El/La consejero(a) fue de mucho beneficio 
para mi personalment e . 

La infonnacion presentada por el/ la 
consejero(a) fue de mucha ayuda en mi 
crecimiento acadanico. 

En general c,reo que esta clase fue importante 
y me qus ^rta continuar, 

Recocoendfi ria esta clase a mis ccmpaheros de 
t rabaj o , 



SI 



UN POCO 



NO 



COMENTARIOS 



^Que fue lo que mas le gusto de la clase? 
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ORANGE COUNTY PUBLIC SCHOOLS 
WORKPLACE LITERACY 
St udenc Course Evaluat ion 



DO NOT IDENTIFY YOURSELF ON THIS FORM, 

Teacher 

Course 



Date 



Company 



Please check one response for each statement 



1. The materials used in the class were at 
the appropriate level of difficulty. 

2. The materials helped me with my 
comprehension of English. 

3. The materials helped me to better 
understand and respond in class. 

4. The information presented in the course 
was useful to me on my job, 

5. The classes helped me to understand and 
deal more effectively with people in 
general . 

6* The teacher spoke English in a manner that 
was easily understood by the students. 

1. The teacher was available and able to 
answer students' questions. 

8. The teacher was interested in student 
pr ogres s . 

9. The counselor was very helpful to me 
pe rsonal ly . 

10. The information presented by the counselor 
was useful for my educational growth. 

11. Overall, 1 believe this class '.ias been 
important and 1 would like to continue. 

12. 1 would recommend th:s class to my 
couorke rs • 



YES 



SOMEWHAT 



NO 



COMMENT? : 



What did you like most about the course? 



lERLC 
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Orange County Public Schooli 
VorkplAce Literacy 
Teacher Course Evaluatioa 

Do not write your nue 60 this fono« Only one response for each statement » 
Please circle the nunber which corresponds to the response you choose. 

1 . strongly agree 

2. agree 

3. neither agree nor disagree 

4. disjigree 

5» strongly disagree 

1. The curriculun is appropriate for the particular business/industry, 

1 2 3 4 5 

2. The cooBnercial materials used are at the appropriate level for the 
learners. 

1 2 3 4 5 

3. The curricula iaplexaeat ed helps the students to improve employability 
skills* 

1 2 3 4 5 

4. Class content relates to ixrmiediate application. 

1 2 3 4 5 

5* Appropriate goals and objectives are developed to meet the specifications 
of the business/ industry • 

1 2 3 A 5 

6. A feeling for the dignity atsd worth of the individual is evident. 

1 2 3 4 5 

7. The students receive assistance in the development and use of learning 
skills. 

1 2 3 4 5 

8. A record of class and/or individual progress is kept. 

1 2 3 4 5 

l/SPEVOC/211.40 
04/09/90 



* 



9, Prjiccical «ctivitied for learniiig «re provided for the studenti. 
1 2 3 4 5 



10. Teachers/ tutors are e&couraged to participate in adult education staff 
development • 

1 2 3 4 5 



11. Ihe learner's educational growth is encouraged. 
1 2 3 4 5 



12. Student learning needs are ABBesn&d, 

1 2 3 4 5 



13. Symptoms of deficiencies that may hinder student performance are 
recognised. 

1 2 3 4 5 



14. Relevant and effective instructional methods are used. 
1 2 3 4 5 



15. Competency based assessment procedures are used. 
1 2 3 4 5 



16. Individual and group counseling is provided for educational and personal 
growth . 

1 2 3 4 5 



Comments: 
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